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Chapter 1 


r& This guide includes 
some references to 
other Blackbaud programs, 
and optional modules, 
Payroll can interface with, 
such as General Ledger for 
Windows. Please contact 
Blackbaud’s Sales 
Department, at 
1-800-443-9441, for more 
information on these 
programs. 


Welcome to Blackbaud’s Payroll for Windows. This program simplifies your 
payroll and human resource management, saving you time and making in-house 
payroll processing a cost effective alternative to outsourcing. 

Highlights of Payroll 

This section briefly highlights some of the features in Payroll. Later chapters 
provide more detailed descriptions and sets of procedures. 

Payroll Administration 

You can specify an hourly pay rate, a salary amount, and shift differentials. You 
establish these rates in Configuration and apply them in Employees. 

• You can select the pay frequency - weekly, bi-weekly, monthly. You 
establish these frequencies in Configuration and apply them in Employees. 

• You can define overtime and special pay rates - as either predefined 
amounts or as a percentage of regular pay. You establish these rates in 
Configuration and apply them in Employees. 

• The program can calculate and apply Reductions/Deductions. You 
establish Reductions/Deductions in Configuration and apply them in 
Employees. 

• You can use built-in charts to calculate taxes for employees residing or 
working in any state and easily adjust the tax tables as tax laws change. 
You establish the tax rates in Configuration and apply them in Employees. 

• You can use the Configuration “Local Tax Wizard” to set up tax 
calculations for employees residing or working in any locality. 

• You can enter, access, and print W-2 and W-3 information in Mail. 

• You can submit required State and Federal tax in formation using magnetic 
media in Mail. 

• You can calculate pre-tax reductions such as T1AA, 403(b), 401(k), and 
flexible spending plans. You establish the tax reductions in Configuration 
and apply them in Employees. 

• You can calculate after-tax deductions such as employee contributions to 
health plans and disability insurance premiums. You establish the 
deductions in Configuration and apply them in Employees. 

• You can make disbursement payments using computer checks, 
handwritten checks, electronic funds transfers for direct deposits (with the 
optional EFT module). You can also split disbursements between checks 
and direct deposits using percentages, remainders, or fixed amounts. You 
make these payments using the “Print Payroll Checks Wizard” in Bank 
Accounts. 

• You can print checks and EFT pay stubs on blank check stock or 
preprinted checks that Blackbaud can supply. You set the default check 
format in Configuration. You print these items using the “Print Payroll 
Checks Wizard” in Bank Accounts 

• You can print scanned signatures on checks. You establish signature files 
in Utilities and Housekeeping and select the correct signature using the 
“Print Payroll Checks Wizard” in Bank Accounts. 





Human Resource Management 

You can create a record for each employee in Employees. You can then use the 
record to store and track a variety of human resource items: 

• You can store extensive information for each employee - address and 
phone numbers, employee photo, emergency contacts, employee ID, 
Social Security Number, and birth date. 

• You can track employment status, start date, position and supervisor. 

• You can use actions and reminders to assign and track progress of 
employee-related tasks, such as a report or a project that is due next month. 

• You can store attendance information, including time used for vacation, 
sick time, personal time, FMLA time, tardiness, and jury duty. You 
establish attendance types in Configuration and apply them in Employees 

• You can keep employee time sheets to track individual hours worked. 

• You can print attendance su mma ries on paychecks. You track this 
information in Employees and apply it using the “Print Payroll Checks 
Wizard” in Bank Accounts. 

• You can add employee attendance at events (for example, meetings or 
intemal/extemal training) individually or by groups. 

Additional Features 

• The program is designed for fast, consistent data entry. 

• The program includes a graphing feature that provides a quick, snapshot 
summary of an employee's payroll data. 

• The program includes a wide variety of standard reports and the Crystal 
Reports writer for creating custom reports. 

• The program provides seamless integration with General Ledger and other 
Blackbaud software. 

As you familiarize yourself with this program, you will realize the many benefits 
and features incorporated into this easy-to-use software. 

Standard Modules 


Payroll is composed of eleven separate but interdependent modules. 
Configuration, Employees, Query and Export, and Utilities and Housekeeping are 
specific to the Payroll program group. Bank Accounts, Global Change, Mail, 
Reports, Import, and Security are shared modules, common to all Blackbaud 
programs present. 

• Bank Accounts: This module is where you enter information about your 
bank, such as the account number, address, phone number, and contact 
information. You can also select the Payroll checking account and set 
check numbering preferences. And, if the optional Electronic Funds 
Transfer module is present, you can establish the necessary routing 
information. 





Configuration: This module is where you establish preferences, tables, 
tax tables, shifts, reductions/deductions, attendance types, attributes, 
international settings, addressee/salutations, distributions, and 
departments. In addition, you can establish settings that allow Payroll to 
post to Blackbaud’s General Ledger for Windows or export to another 
general ledger program. 

Employees: This module is used to create and maintain the following 
types of records: 

• Employee • Reduction/Deduction 

• Attendance • Flexible Spending Plan 

• Event • Action 

• Other Pay 

Global Change: Global Change allows you to add, change, and delete 
in formation in a field based on a query of records in your database. For 
example, if your area code changes, you can perform a global change to 
replace the old area code with the new area code. Global Change operates 
hierarchically. First you select the program in which you want to work. 
Next you select a category or record type in the program. Then you select a 
subcategory and, finally, the name of the field. Changes are made at the 
field level. Because global changes are based on records in a query, 
changes must be made by record type. 

Import: This module is used to bring data files into Payroll. You can 
import a wide range of payroll related files (for example, employees, 
actions, events, and attendance records). Import allows you to set up and 
save reusable import parameter files, define field mappings with 
drag-and-drop ease, use separate header files to identify field mappings, 
browse field examples to eliminate confusion, and inspect the raw import 
data before running the import process. 

Mail: This module allows you to use the information stored in your 
Payroll database to create W-2 forms, labels, envelopes, Rootlets cards, 
and index cards. 

Query and Export: With this module, you create, open, run, and delete 
queries. Other options include refreshing, merging, and exporting queries. 

Reports: Reports is a Blackbaud module you can access from any 
program group. Standard reports are broken down by program and by type 
within each program. Each report has a parameter record you can format to 
produce reports based on different criteria. Each set of criteria can then be 
saved for future use, as its own report parameter file. Reports can be 
previewed, printed, exported, or sent as e-mail. 





• Security: This module is used to establish access rights for the program. 
Security is based on groups and users. Each group is assigned access to 
specific areas of the program, then each user is assigned to the appropriate 
group and assigned a password. 

Users’ access rights are based on their group assignments. Users can be 
members of more than one group. You can limit access to a module or to 
individual functions within a module, depending on your organization’s 
needs and preferences. 

• Utilities and Housekeeping: This module is where you perform database 
maintenance procedures for Payroll, such as viewing system statistics, 
summarizing transactions, purging employee records, storing electronic 
signatures, copying reductions/deductions, copying other pays, posting to 
the General Ledger, creating an export file for posting to a general ledger 
program, and printing duplicate record reports. In addition, historical data 
can be viewed, added, edited, or deleted. 

Optional Modules 

The following optional modules are available from Blackbaud and expand the 
capabilities of Payroll. Each module enables you to perform specialized tasks that 
may be beneficial to your organization. 

• Accounting Queue: This optional module allows you to schedule a 
sequence of tasks that can be executed, one after the other, automatically 
and unattended. Using this optional module can save you time with many 
of the repetitive functions performed by Payroll and other Accounting for 
Nonprofits programs. For example, you can schedule the printing of W-2 
forms and the creation of state and federal magnetic media outside of 
normal business hours. 

• Electronic Funds Transfer: Blackbaud’s optional Electronic Funds 
Transfer module adds electronic transfer capabilities throughout existing 
modules of Payroll, letting you transfer payments electronically from bank 
to bank. This process requires little or no physical paperwork and occurs 
almost instantaneously. Electronic Funds Transfer adds fields and options 
to the following Payroll modules: Security, Bank Accounts, Employees, 
Reports, Import, and Query and Export. 

Payroll Documentation 

This section of the User’s Guide acquaints you with the documentation and 
resources available for Payroll. The documentation for Payroll consists of this 
user’s guide, the Accounting for Nonprofits Administrator’s Guide, the online 
manual, and online Help. 

The Accounting for Nonprofits Administrator’s Guide provides information about 
installing and setting up your Blackbaud accounting programs. The information in 
this guide is essential to establishing and maintaining your Payroll program. 





We also encourage you to use the online manual and online Help. The online 
manual consists of a series of PDF (Portable Document Format) files that install 
on your computer during the program installation process. You can access the 
online manual and online help from any Help menu. The online manual can also 
be accessed from the Payroll installation CD. 

User’s Guide Format 

This guide follows a number of formatting conventions to aid you in locating and 
identifying information. 

Chapter Format 

Most chapters consist of the following basic sections: 

Section Denotes 

In This Chapter: A listing of the contents of the chapter. 

Overview: A brief description of the chapter. 


Procedures: 

Explanations of a process and step-by-step instructions 
for completing that process. 

Reference: 

A brief overview of each screen, as well as field-by-field 
descriptions. 


Text Format 

This guide uses the following conventions as visual cues that an item is a field, 
program name, module, key, procedure, note, timesaver tip, or warning: 


Format 

Denotes 

Bold Italics 

This is a Blackbaud program name, for example, Payroll for Windows. 

Italics 

This is a Blackbaud program module name, for example, Utilities and 
Housekeeping. 

Bold 

This is the name of a field, frame, grid, or button. For example, Delete 
refers to a button on the screen. “Click Delete,” refers to an on screen 
button. “Press Delete,” refers to the key on your keyboard. 

Small Caps 
or KEYS 

This is a key on your keyboard. For example, Delete refers to a 
button on your keyboard. “Press Delete,” refers to the key on your 
keyboard. “Click Delete,” refers to an on screen button. 

KEY+KEY 

Two keys joined by a plus sign indicates you must press the keys 
simultaneously to execute the command. For example, if you are 
instructed to “Press b+ F” you must press the Control key, hold it, 
then press the F key. 

KEY, KEY 

Two keys separated by a comma indicates you must press the keys in 
the order in which they appear. For example, if you are instructed to 
“Press a, F” you must press the akey, release it, then press the F key. 

> 

The arrow indicates the beginning of a procedure. The name of the 
procedure appears beside the arrow. 

9 

The traffic light indicates a warning note. This is used to point out 
information or steps of high importance. 
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Format 

Denotes 


The note designates a note or tip related to the information in the main 
text column. 

0 

The clock designates a shortcut or timesaving action. For example, a 
procedure might instruct you to “Select File, Open” to open an 
employee record, while the timesaver note tells you double clicking the 
record opens it. 


Shortcut Keys 


Throughout Payroll there are shortcut keys to help you with data entry. When a 
shortcut is available, the status bar at the bottom of the screen tells you which 
function key to press. 


Key 

Function 

Enter 

or Return 

The Enter key (sometimes called the Return key) signals the 
computer that entry of a command, field, or data is complete. In 
Configuration, you can set Preferences so pressing Enter moves the 
cursor to the next field. 

Tab 

The Tab key signals the computer that entry of a command, field, or 
data is complete. Pressing this key moves the cursor forward to the next 
field. 

Shift 

You can use the Shift key to select consecutive items from a grid. To 
select consecutive items, highlight the first item, then press and hold 
Shift while selecting the last item 

Backspace 

The Backspace key moves the cursor back one character, deleting the 
character. 

Home 

The Home key places the cursor at the beginning of the field. 

End 

The End key places the cursor at the end of a field. 

Delete 

The Delete key removes the highlighted characters, or entry. 

Control 

The Control key allows you to select more than one item in a list. To 
select items not in consecutive order, select the first item, press 
Control, hold the key down, and select the second item. 

FI 

The FI key activates online help. Press this key at any time to access 
help. 

F3 

In date fields, the F3 key inserts the current date. F3 also inserts the 
default value of a field if one is available. A message appears on the 
status bar if a default value is available. 

F7 

The primary function of the F7 key is activating table lookups; however, 
this key also activates a calendar in date fields and a calculator in 
currency fields. In addition, F7 provides access to the Search screen, 
where linking of records is available. For example, with the cursor in 
the Supervisor field of an employee record press F7 to open a search 
screen and locate the supervisor’s name. 


y"S We invite you to use 
the extra space 
provided in the notes 
column to write notes you 
find important or specific to 
your organization’s use of 
Payroll. 


Online Help 

The Payroll online Help provides access to many different kinds of Help: 
overview information, reference information, procedures, online manual, contact 
information, and user-defined notes. 

You can access online Help in three ways: 
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You need access to the 
^ World Wide Web to 
contact Online Support or 
view the Blackbaud Home 
Page. 


• selecting Help from the menu bar 

• clicking f H on the toolbar 

• pressing FI from most screens in the program. 

Online Help contains concise information about specific processes and tasks 
within Payroll. Selecting Help, from the menu bar, or clicking [f0 on the toolbar, 
allows you to search for help topics, view online documentation, and connect to 
Blackbaud’s Home Page. Pressing 1 displays information pertaining to that part of 
the program. 

Select Help and Blackbaud on the Web to display the drop-down menu shown 
below. 


^ Payroll Help Topics 
& Online Documentation 
£? Contacting Support 

Online Support 
$2] Blackbaud Home Page 



Payroll Help Topics opens the online help file, where you can type in key words 
to look up topics. 

Online Documentation opens a PDF (Portable Document Format) file in Acrobat 
Reader. If the Acrobat Reader is not installed, you can install it from your 
installation CD, or you can download it, without charge, from the Adobe web 
page: http://www.adobe.com/ . 

Contacting Support provides information about contacting Blackbaud’s support 
staff and other resources. 

Blackbaud on the Web provides links to Online Support and the Blackbaud 
Home Page. 

About Payroll provides serial number, version number, and copyright 
information. It is important to have this information available in case you need to 
contact Customer Support. 

Additional resources 

If you need resources beyond online Help, you can open the online manual by 
clicking Start, Programs, Blackbaud Payroll, Payroll Online Manual. You 
can also access the online manual by selecting Online Manual from the Help 
menu. If you choose not to install the online manual, you can open the PDF files 
from your installation CD. 

The Table of Contents contains bookmarks that link to individual chapters, the 
glossary and index, as well as other User Guides in your system. 

We also provide files for your user-defined notes, accessed by clicking Notes on 
the Help file toolbar. These files (pynotes.doc and pynotes.txt) are located in your 
Blackbaud folder. Depending on your word processor, you can use either the 
Microsoft Word document or the text file. This gives you a handy place to store 
information specific to your organization’s needs. The big advantage of the notes 
file over the Annotate feature in the Help file is you can maintain one notes file 
for everyone in your organization. To share your notes/tips with your coworkers, 
copy the notes file to the Blackbaud folder on their hard drive. 
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If you do not have Microsoft Word, delete pynotes.doc in the YBlackbaud 
directory on your hard drive (or on the drive where your program resides). Once 
you delete pynotes.doc, the Notes button can access pynotes.txt using Notepad. 
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Chapter 2 


This chapter is designed to familiarize you with the screens and terms used 
throughout Payroll. It addresses standard items such as the parts of the screen, 
toolbar buttons, standard screen buttons, and common screens that appear 
throughout the program. By reading System Basics you become familiar with the 
screens, tools, and commands you need to navigate successfully through Payroll. 

More detailed information and step-by-step procedures are presented in the 
individual topic chapters. 

Navigating in Payroll 

In order to navigate through Payroll, it is important to understand the parts of the 
Payroll screen. The main Employees screen appears below with a sample record 
open. 



Title Bar 

The title bar, across the top of the screen, displays the title of the program. The 
title bar also contains, in the upper right comer, buttons for minimizing, 
maximizing, and closing the screen. 

Menu Bar 

The menu bar, just below the title bar, contains the commands for all Payroll 
functions. Payroll has the basic menu options available in most modules: File, 
Edit, View, and Help. Some Payroll modules have additional menu options. To 
access a command on the menu bar, either: 

Position the pointer over the command and click the left mouse button 


or 
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Press Alt + the underlined letter. For example, to access File, press Alt + F. 


Toolbar 

The toolbar contains buttons representing common commands used within 
Payroll. By clicking these buttons, you can easily perform a function, such as 
saving, without using the menu bar. Some of the buttons listed below only appear 
when a record is open. 



a 


Add a new record 


Ml 


Open an existing record 


M 


Save the current record 




Print data 

m 

Preview data prior to 
printing 

D 

Run 

[Ml 

Close 

0 

Delete data 

i 

#4 

1 

Search for data 

\M 

Up one level 


ra 


View or set 
preferences 


M 


Export to Excel 


E 

1 

Access help topics 

11 

Print setup 


m 

1 

View properties 


H 


Go to the first record 

■ 

Go to the previous record 

□ 

Go to the next record 

■ 

Go to the last record 

1:^ 

E-mail data 


\M. 

1 

Export data 

■ 

1 

Display large icons 

■ 

Display small icons 

U 


Display list view 


iff! 


Display details/report view 



Copy highlighted data 





































H 


Paste 


T 


Cut highlighted data 


* 


Search for Duplicates 


m 


Add to favorites 



Add a new group in Security 



1 

Add a new user in Security 


Status Bar 

The status bar, across the bottom of the window, acts as your guide throughout 
Payroll. As you move through the program, messages such as available shortcut 
keys display on the status bar. For example, when you are in a date field, the 
message Press F3 for Today’s Date, F7 for Calendar displays. 

| Press F3 for Today’s Date, F7 for Calendar | .6/18/1993 /\ 


Standard Screen Buttons 

There are many standard buttons throughout Payroll that appear on the screen, 
rather than the toolbar. These buttons function in the same manner regardless of 
where they are located. The function of each button is described below. 



Search for or ‘look up’ data to fill in the field. 

(This button appears on the toolbar and screens.) 

a 

Access the drop-down list associated with that field. 

a 

Search the system to select the correct path and file name. 

a 

Adjust numbering, in numeric fields, by clicking up or down. 

a 

Calculate the appropriate financial data for the field. 

H 

Locate the correct date for the field. 

□□ 

Move selected item to the frame on the left. 

GD 

Move all items to the frame on the left. 

□□ 

Move selected item to the frame on the right. 


Move all items to the frame on the right. 

Next> | 

Move forward to the next step or screen. 
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<Back | 

Move back one screen or step. 

| Cancel | 

Cancel an operation. 


Save/New and Save/Close 

While clicking the Save button saves the data in the current record, two additional 
options are available from the drop-down menu. The Save and New and Save 
and Close options, available from either the File menu or the toolbar, help make 
data entry an easier task. 

Click the down arrow on the Save button to display the drop-down menu shown 
below. 



S Save 

Qrl+S 

Save and New 

Ctrl+E 

Save and CJose 

Clrl+L 


rA You can also access 
these options by 
selecting File, Save. 


Save stores the information entered on the current record. 

Save and New automatically saves and closes the current record, then opens a 
new, blank record. This eliminates the additional steps of saving and closing the 
record, and then selecting File, New to open the next blank record. This feature 
greatly reduces data-entry time when adding a large number of records in one 
sitting. 

Save and Close saves, and then closes the current record, combining two steps 
into one. 

New Record Menu 

Another toolbar button feature that makes adding records easier is the New record 
menu. Click the down arrow, to the right of the New button, to access a menu of 
record types. For example, if you are in Employees and click the down arrow, the 
following drop-down menu appears. 



Once you select a record type, the New button graphic changes to match the type 
of record selected. Clicking New then creates new records of the selected record 
type until you access the drop-down menu and select a different record type. This 
makes for quick and easy data entry, especially when adding a series of records. 
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Using Shortcut Menus 

Throughout Payroll , you can access commonly used commands by placing the 
cursor in a field or grid and then clicking the right mouse button. A shortcut menu, 
similar to those shown below, appears. The co mm ands available vary to match 
where you are in the program and include Open, Edit, Add New, and Delete. 


Open 

x Delete... 

$4 £ind... 

S3 Export to Excel 
[Tf* Properties 


Sorting Grid Information 

You can sort grid inform a tion by the colu mn header item (for example, Home 
Department, ID, or SSN) in ascending or descending order. For example, if you 
click the Date header with the mouse, the list displays in ascending order with the 
oldest date at the bottom. Click the header again, and the order changes to 
descending order with the oldest date at the top. 

Common Screens 


Open as List 

Query... 

Add New 




Si New 
OS'Qpen 
X Delete... 

Q Save As... 

Run Import Process 
Ef* Properties 


There are many standard screens that appear throughout the Payroll program, 
including Print Setup, Change Password, Select a Directory, and Search. Other 
common elements include the calculator, calendar, tabs, and tables 
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Print Setup Screen 

You use the Print Setup screen to select a printer and set printer properties. Select 
File, Print Setup to open this screen. 



The exact options available depend on your printer and network configuration. 
Payroll uses your default printer setup unless you make another selection on this 
screen. 


Change Password Screen 

From any Payroll module, select Edit, Change Password to open the following 
screen. For procedures explaining how to change a password, see “Passwords” on 
page 151. 



This option is only 
available to users 
whose records in Security 
have the User May Change 
Password option marked. 
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Define Column Order Screen 

A Define Column Order screen is available in several Payroll modules. You can 
use this screen to arrange the order of column display. For example, on the Time 
Sheets tab of Employees you might move the Batch Number to the first colu mn 
and Approved to the second colu mn . 



You access this screen by right clicking a column heading. 

Highlight the colu mn you want to move and use Up or Down to move it to the 
new position. 

When you have the columns in the order you want, click OK. 

You can click Reset to System Defaults to undo any changes you have made. 

Select File Screen 


The appearance of this 
screen varies 

depending on where you are 
in the program. 


In fields requiring a path and file name click [TU| to open a file selection screen. 
The name of the screen changes to match the procedure being preformed. For 
example, if you want to export query information you must name the export file 
and select a path to the folder where you want the export file stored. For 
procedures explaining the export process, refer to “Exporting Queries” on 
page 439. 
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Search Screen 


Click @ to open the record search screen. For example, you use this screen to 
search for employee records. A variety of filters are available to narrow your 
search. For procedures explaining how to use the search screen see “Opening an 
Existing Record” on page 194. 



Find Screen 


Some Payroll modules include a Find option on the Edit menu. You can use this 
option to locate information in a grid. For example, from the main screen of Bank 
Accounts, you can select Edit, Find to open the Find screen. 



KpS You can also open the 
Y-* Find screen by right 
clicking in a grid to open the 
shortcut menu. 


Select the type of Field you want to find from the drop-down list. The list options 
change to match the part of the program in use. 

Enter the specific information you want to find in the Find what field. 

For Example: If you are searching for a voided check and selected Status in the 
Find field, you can enter “Void” in the Find what field. 

The Find First and Find Next buttons become active once you enter information 
in the Find what field. 

In the Match field, you can select Any part of field, Whole field, or Start of 
field from the drop-down list. 
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If you want the search to be sensitive to lowercase and uppercase letters, mark 

Match Case. 

Click Find First. The program searches for and highlights the first record 
matching the criteria you selected. 

Click Find Next if you want the program to search for another record with the 
same criteria. 


Using the Calculator 


With Number Lock on, 
"C*/ you can use the 
keyboard number pad to 
operate the calculator. 


In fields requiring a monetary amount, a calculator button (H) is available. 
Clicking this button opens a calculator you can use to determine the entry amount 
and then paste the amount into the field. 



You calculate the entry amount by using your cursor to click the calculator 
buttons. Click Paste to enter the amount in the field and automatically close the 
calculator. 
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Using the Calendar 

In fields requiring a date, a calendar button ([ail) is available. Clicking this button 
opens a calendar from which you can search for and enter dates. 



Clicking the right or left arrow buttons changes the display one month at a time. 

Clicking on the month opens a drop-down list of the months. Click to select the 
correct month. 


HM April 

1999 j 

January 

February 

March 

April 

May 

July 

August 

September 

October 

November 

December 


112 3 

' 8 9 10 

4 15 16 17 

1 22 23 24 

8 29 30 

12/99 
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With the cursor in a 
date field, pressing F3 
enters the current date. 
Clicking Today also enters 
the current date. 


Clicking on the year activates a set of scroll buttons. You can use these buttons to 
select the correct year. 



Once you select the correct month and year, click on the date to paste the day, 
month, and year into the field. 

Tabs 


Another integral part of Payroll is the tab. Tabs in Payroll function the same as 
tabs on folders in a filing cabinet; they allow you to see at a glance what 
information is available in each folder. When you click a tab it is brought to the 
front so you can view, enter, and delete information stored on the tab. 

The following is a standard employee record illustrating the use of tabs. 
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Accessing Lookup Tables 

Lookup tables are used throughout Payroll to increase data entry speed, 
consistency, and efficiency. Tables are created on the Attributes tab in 
Configuration. You can add table entries on the Tables tab in Configuration or 
from any field associated with the table. There are four ways to access tables 
entries: 


pn A down arrow next to a text box indicates a table lookup is available. Click 

the arrow to access a drop-down list of entries for the field. 

A down arrow next to a button indicates that there are additional options 
from which to choose. Click the arrow to access the drop-down menu that 
lists the additional options. 

Arrow You can place the cursor in a text box and then press the down arrow key 
Keys on Y our keyboard to scroll through the available entries. 

Typing You can type an entry into a text box to access a lookup table. If the entry 
you type does not exist in the table, the program displays a dialog box 
asking if you want to add the new table entry. Click Yes to add the new 
entry to the table. 

F7 You can press F7 to accesses lookup tables. The message “Press F7 for 
table lookup” appears on the status bar when a table is available. 


When F7 is pressed, a screen similar to the one below appears. 



From this window, you can add, delete, edit, or sort table entries. For additional 
information about tables see “Tables and Table Entries” on page 46. 

Exporting to Excel 

Throughout Payroll grids are used to enter and display information. Using the 
Export to Excel function, in form a tion from these grids can be exported for use in 
Microsoft Excel. 


e lf you marked 
Automatically 
complete table entries on 

the Preferences tab of 
Configuration the program 
automatically completes an 
entry after you have typed 
one or two characters. For 
example, if you type “S,” the 
program fills in the first 
table entry that starts with S. 
If the entry that pops up is 
not the one you want, 
continue typing until the 
entry you want appears. For 
additional information about 
this option see 
“Miscellaneous User 
Preferences” on page 40. 


Entries added from a 
record field become 
part of the associated table 
and are available throughout 
the program. 
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e You can right click in 
the grid to open a 
shortcut menu that includes 
the Export to Excel option. 


Z Information exported to 
r Excel cannot be 


brought back into the 
Payroll grid. 


With your cursor in the grid, select File, Export to Excel. 



Payroll opens Excel and begins exporting the grid information. A progress screen 
appears. When complete, the Excel worksheet appears containing the grid 
in form a tion. 



This information can now be used in Excel. 
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Grouping Records in Queries 

In Query and Export, you can group records together and then perform functions 
on all records identified as belonging to the group. For example, you might want 
to change the Department name from “Maintenance” to “Facilities” in a group of 
employee records. Rather than searching for each record, opening it and manually 
changing the name, you can group the desired records and then change the name 
in all of the records in one step. 

Records are grouped by creating a query. The query process examines all records, 
selecting and grouping those matching the criteria you have established. For the 
example above, all employee records with “Maintenance” as the Department form 
the query group. After you establish the criteria for a query, you can name and 
save the query for future use. Detailed instructions for creating and using queries 
are provided in the Query and Export chapter. 

Exception Queries 

A Create exception query checkbox is available in several Payroll modules. 
Marking this checkbox creates a static query of the exceptions to the process 
being run. This query can then be used to generate reports analyzing the 
exceptions. For example, In Utilities and Housekeeping the Purge Employees 
utility includes the Create exception query checkbox on the General tab. The 
query created can be used in Reports to generate the Employee Profile for the 
employees who were not purged. You can then use the Employee Profile and the 
Purge Employees Control Report to determine why the employees could not be 
purged. 

Output Queries 

A Create output query checkbox is available in several Payroll modules. 
Marking this checkbox creates a static query of the records affected by the process 
being run. This query can then be used to generate reports analyzing the records. 
For example, in Import the Import Employees Wizard includes a Create an 
output query of Employees that are imported checkbox. The query created can 
be used in Reports to generate the Employee Profile for the employees who were 
imported. You can then use the Employee Profile to verify the imported data. 
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This chapter summarizes the critical steps you must complete to get Payroll up 
and running as quickly as possible. The steps are organized by module and 
procedure. If you require more detailed instructions on any step, please refer to the 
appropriate chapter in the manual. In order to maximize the long term benefits of 
Payroll, it is advised that you follow the manual’s more detailed instructions. 

This guide covers the setup of Security, Configuration (including Tax Tables, 
Departments, Other Pays, and Reductions/Deductions), Bank Accounts, and 
Employees. 

Configuration 

r& For information on 
"C*/ setting user 
restrictions, see the Security 
chapter. 

The Configuration module is where you establish basic preferences for your 
Payroll program. For more information, see the Configuration chapter of this 
guide. You can restrict users from changing any preferences set in Configuration 
from the Security module. 

Tax Tables 

/~S For more information 
'C*/ on Tax Tables, see 
“Tax Tables” on page 59. 

On the Tax Tables tab of Configuration, you can establish tax tables for federal 
taxes (based on the Circular E, Employer’s Tax Guide), state taxes, and local 
taxes. You can add the taxes you define here to the Tax tab of an employee record 
in Employees. 

A-& For more information 
■Cl/ on the Tax tab in 
Employees, see “Taxes” on 
page 207. 

From Configuration select the Tax Tables tab and choose whether you are adding 
the Federal tax, State tax, or Local tax table. 

All tax tables are entered based on effective dates. The ability to set up multiple 
tax tables with effective dates allows you to calculate a payroll for a another year 
without altering configuration settings. This is also useful for state tax changes 
that are made mid-year. The tax table that was used for part of the year remains in 
your system while the new tax table is put into effect during the next calculation. 
Calculation dates determine which tax table the program uses for generating taxes 
at all levels. 

Blackbaud provides defaults for the tax tables in Payroll. While we do our best to 
ensure this information is accurate and up to date with the latest guidelines, it is 
your responsibility to verify tax table information and to make any changes 
required by Federal or State governments at the time they become effective. 

For more information 
on adding federal 
taxes, see “Federal taxes” on 
page 60. 

Federal Tax Tables 

The federal tax option on the Tables tab supplies the Federal tax information for 
the current tax year. You can enter Social Security, Medicare, Federal 
Unemployment Tax, and Advanced Earned Income Credit information on the 
respective tabs. For each option you can define General Ledger accounts for 
employee withholdings, employer liability, and expense accounts are supplied at 
this level. 

Blackbaud provides defaults for the tax tables in Payroll. While we do our best to 
ensure this information is accurate and up to date with the latest guidelines, it is 
your responsibility to verify tax table information and to make any changes 
required by Federal or State governments at the time they become effective. 
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State Tax Tables 

State Tax Tables are also entered based on effective dates. To add a state tax, enter 
your state code and supply required tax information for state withholdings. If you 
have General Ledger installed, you can enter the required General Ledger 
withholding account numbers in this section. If your employees are subject to 
State Unemployment Tax, the rate, limit, and associated General Ledger account 
numbers are entered here. There is also a special field for the SUTA identification 
number is provided if the ID is not the same as the Federal ID. 

Blackbaud provides defaults for the tax tables in Payroll. While we do our best to 
ensure this information is accurate and up to date with the latest guidelines, it is 
your responsibility to verify tax table information and to make any changes 
required by Federal or State governments at the time they become effective. 

Local Tax Tables 

Payroll gives you the flexibility of adding a new Local Tax for your state. This 
can be accomplished by completing the Local Tax Wizard that prompts for basic 
information, copying a new local tax from a existing local tax, or creating a new 
tax based on an existing local tax. When creating the new tax table you must 
indicate the state for which you are creating the local tax. You must then 
determine if the employee, employer, or both the employee and employer are 
subject to the tax. You must also verify if the tax is based on withholding status, 
residency, or both. The last step allows you identify if the tax is based on a table, 
flat percent rate, rate per wage level, percent of state, or local tax. Once the wizard 
is completed, the new Local Tax table appears. 

Blackbaud provides defaults for the tax tables in Payroll. While we do our best to 
ensure this information is accurate and up to date with the latest guidelines, it is 
your responsibility to verify tax table information and to make any changes 
required by Federal or State governments at the time they become effective. 

Other Pays 

From the Other Pays tab, you an add additional payments that can be paid to 
employees above regular salary, overtime, and special payments. You can also 
decide if the payments should be linked to previously established departments or 
projects. When creating other pays, you are able to indicate whether they are 
subject to or exempt from specific taxes. 

When adding other pay types, you can: 

• Enter a short and long description for each other pay code. 

• Indicate if the other pay is subject to federal, state, or local taxes. 

• Indicate if the other pay should appear in specific W-2 Boxes (9,10, 11,12, 
or 13) or on line 2of the 941. 

• Link multiple earning account numbers to the other pay as well as multiple 
departments and projects. 

Supplying the correct tax settings on the other pay codes is a crucial step in 
assuring the proper taxes are deducted and the proper federal and state reports are 
updated. The following are available tax options for the Other Pays and their 
effects on W-2’s and the 941 Report: 

Options for Federal Income Tax 


For more information 
on adding state taxes, 
see “State taxes” on page 66. 


r& For more information 
on adding local taxes, 
see “Local taxes” on 
page 74. 


For more information 
on the Other Pays tab, 
see the Configuration 
chapter on page 92. 
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• Withhold Tax (Updates W-2 Box 1, 2 and line 3 of the 941) 

• Report Earnings only - no withholding (Updates W-2 Box 1 only) 

• Do not withhold tax or report earnings (Will not be included on W-2 or 
941) 

• Withhold at the supplemental rate (Flat 28% specified on the tax table 
and included on W-2 Box 1 and 2 and line 3 of the 941) 

Options for Social Security Tax 

• Withhold Tax (Updates W-2 Box 3, 4, 941 lines 6A; Employee Social 
Security withheld and Employer Social Security liability) 

• Report Earnings only - no withholding (Updates W-2 Box 3, line 6A 
and Employer Social Security liability) 

• Do not withhold Tax (Will not be included on W-2 or 941) 

Options for Medicare Tax 

• Withhold Tax (Updates W-2 Box 5, 6, 941 lines 7, Employee Medicare 
withheld and Employer Medicare liability) 

• Report Earnings only - no withholding (Updates W-2 Box 5, line 7 and 
Employer Medicare liability) 

• Do not withhold Tax (Will not be included on W-2 or 941) 

Options for FUTA Tax 

• Earnings are subject to FUTA 

• Earnings are not subject to FUTA 

Include on line 2 of the 941 form 

• Determines if this other pay should be included with the regular wages on 
line 2 of the 941 Federal report. Line 2 is entitled: Total wages and tips, 
plus other compensation. 

Caution: By not supplying the proper response for this prompt an out of 
balance situation can exist when reconciling the W-2’s to the 941 report. 

Options for State Income Tax 

• Withhold Tax (Updates W-2 Box 17 and 18) 

• Report Earnings only - no withholding (Updates W-2 Box 17 only) 

• Do not withhold tax or report earnings (Will not be included on W-2) 

• Withhold at the supplemental rate (Flat rate specified on the State tax 
table and included on W-2 Box 17 and 18) 

Options for SUTA Tax 

• Earnings are subject to SUTA 

• Earnings are not subject to SUTA 
Options for SDI Tax 

• Earnings are subject to SDI 

• Earnings are not subject to SDI 
Local Tax Options for this Other Pay 
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• Include earnings in all local taxes (Updates W-2 Box 20 and 21) 

• Do not include earnings in any local taxes (Will not be included on W-2) 

• Report earnings only for all local taxes (Updates W-2 Box 20 only) 

• Use the supplemental rate for all local taxes (Flat rate specified on the 

Local tax table and included on W-2 Box 20 and 21) 

• Specify settings for each local tax - If you select this option, an additional 
grid appears allowing a status for each local tax. Select the state, identify 
the local tax, and supply the status. 

Options for W-2 Boxes 

• Include amounts earned for this other pay with - choose the W-2 Boxes 
that should contain earnings information. 

You can add other pays to employees on the Other Pays tab of the Employees 
module. 

r& For more information 
on the Other Pays tab 
in Employees, see the Other 
Pays chapter of this guide. 

Reductions/Deductions 


On the Red/Deds tab of Configuration , you can establish additional reductions or 
deductions from wages other than standard tax deductions. Reductions/deductions 
can be linked to departments and projects. You can also indicate if the 
reductions/deductions are subject or exempt from specific taxes. 

/~& For more information 
about the Red/Deds tab 
in Configuration, see the 
Configuration chapter of this 
guide. 

When adding reduction/deduction types, you can: 

• Add a short and long description for each reduction/deduction code. 

• Indicate if the reduction/deduction is pre-tax reduction or an after-tax 
deduction for federal, state, or local tax. 

• Indicate if the reduction/deduction should appear in specific W-2 Boxes 
(10 or 13) or reduces line 2 on the 941 report. 

• Link multiple liability account numbers to the reductions/deductions as 
well as multiple departments and projects. 

Supplying the correct tax settings on the reduction/deduction codes is a crucial 
step in assuring the proper taxes are deducted and the proper federal and state 
reports are updated. The following are available tax options for the 
reduction/deduction and their effects: 

Options for Federal Income Tax 

• Reduce gross subject to federal withholding (Reduces amount prior to 
calculating withholding, pre-tax) 

• Do not reduce gross subject to federal withholding (Reduces from net 
amount of check, after-tax) 

Options for Social Security Tax 

• Reduce gross subject to Social Security (Reduces amount prior to 
calculating withholding, pre-tax) 

• Do not reduce gross subject to Social Security (Reduces from net 
amount of check, after-tax) 

Options for Medicare Tax 

You will only he able 
to link 

reductions/deductions to 
projects if you have the 
optional module Project, 
Grant, and Endowment 
Management installed. 
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For more information 
on the Red/Deds tab of 
Employees, see the 

Reductions/Deductions 

chapter of this guide. 


• Reduce gross subject to Medicare (Reduces amount prior to calculating 
withholding, pre-tax) 

• Do not reduce gross subject to Medicare (Reduces from net amount of 
check, after-tax) 

Options for FUTA Tax 

• Reduce gross subject to FUTA 

• Do not reduce gross subject to FUTA 

Reduce line 2 of the 941 form 

• Determines if this reduction/deduction should be reduced from wages on 
line 2 of the 941 Federal report. Line 2 is entitled: Total wages and tips, 
plus other compensation. 

Caution: By not supplying the proper response for this prompt an out of 
balance situation can exist when reconciling the W-2’s to the 941 report. 

Options for State Income Tax 

• Reduce gross subject to State withholding (Reduces amount prior to 
calculating withholding, pre-tax) 

• Do not reduce gross subject to State withholding (Reduces from net 
amount of check, after-tax) 

Options for SUTA Tax 

• Reduce gross subject to SUTA 

• Do not reduce gross subject to SUTA 

Options for SDI Tax 

• Reduce gross subject to SDI 

• Do not reduce gross subject to SDI 

Local Tax Options for this reduction/deduction 

• Reduce gross for all local taxes (Reduces amount prior to calculating 
withholding, pre-tax) 

• Do not reduce gross for any local taxes (Reduces from net amount of 
check, after-tax) 

• Reduce gross for specific local taxes only - If you select reduce gross 
for specific local taxes only, an additional grid appears allowing a status 
for each local tax. Select the state, identify the local tax and supply the 
status. 

You can add reductions/deductions to a specific employee from the Employees 

module. 

Options for W-2 Boxes 

• Include amounts earned for this reduction/deduction in - choose the 
W-2 Boxes (10 or 13) that should contain amount withheld information. 

• Please identify the code to use in box 13 - if box 13 is selected, select the 
code to use in box 13. 
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Departments 


Departments are entered in Configuration. On the Department tab you can 
identify the department divisions within your organization and supply the 
earnings account number associated with that department. You also have the 
option to determine if FICA, FUTA, SUTA, and/or SDI tax expenses should be 
split amongst departments. This is normally dependent on the General Ledger 

Chart of Account setup. If you have established any of these taxes on a 
department level in the chart of accounts, you would want to split those taxes over 
the department. This provides a break down of tax expenses by department on the 
Income Statement. 

To establish this setting, open the Preferences tab in Configuration. Under the 

System preferences option, select Miscellaneous. In the Split Expenses by 
Department For These Taxes frame, place a checkmark next to the taxes that 
you want split over the departments. Each tax selected generates a new account 
number line on the department codes that exist. When you edit the departments, 
there will be an additional tab entitled Tax Expenses. Each tax selected in the 

Split Expenses by Department For These Taxes frame appears in a grid. Supply 
the expense account number for each tax listed. When running the Post to 

General Ledger option, the system looks to each department for the correct 
expense account number to use for each tax. 

The option to split the taxes over multiple departments can be added or deleted at 
any time. If you remove the split preference, the system looks to the tax tables for 
the employer expense account numbers. 

You can assign the departments you create to employees in the Employees 
module. 

/~& For more information 
on the Departments tab 
of Configuration, see the 
Configuration chapter in this 
guide. 

Security 


Security is a shared module among the other Accounting for Non-Profit 
applications. In the Security module you can restrict users from various parts of 
Payroll and other shared programs. To ensure proper rights and privileges are 
assigned to users, you can create your own security settings by adding users and 
groups. 

When you create a user, you can identify what limitations a user should have 
when using Payroll based on their responsibilities and interfaces with the 
software. If you have several users that should have the same access rights, then 
you can create a group with special restrictions. Each tab that represents a 
program needs to be modified to remove those rights. Each module defaults to 
providing access. 

There are two levels of rights that can be established in Security, user rights and 
group rights. When establishing user rights, you must identify the user’s name, 
password, security groups they are affiliated with, and General Ledger account 
access. When establishing group rights, you must identify module access for the 
users within the group. You can begin with setting up the group and then 
assigning the users or vice versa. 

For example, if you have 5 people in your human resources department, you 
would create the five users, then add them to a group called Human Resources. 

All of the users would have the same access rights (able to access employee 
biographical information like names, address, social security numbers, and salary) 
and restrictions (processing the payroll checks). 

r& For more information 
on security, see the 
Security chapter of this 
guide. 
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Employees 

rA For more information 
employees, see the 
Employees chapter of this 
guide. 

From Employees, you can set up employee biographical information, wage 
information, tax information, account distributions, and link standard other pays 
and reductions/deductions that are commonly paid to or deducted from an 
employee. You can also enter additional information such as contacts, attendance 
information, events, actions, attributes, and notes. If you have the optional module 
Electronic Funds Transfer, you can establish EFT parameters and attendance 
accrual information. 

Payroll provides an import facility designed to streamline data entry. If you have 
current employee biographical information listed in a spreadsheet, this 
information can be imported. You can import new employees or update existing 
employees. This provides added flexibility if you want to import other pays, 
reductions/deductions, actions, events, and attendance records later. 

Bank Accounts 

r& For more information 
'Cc/ on Bank Accounts, see 
the Bank Accounts chapter 
of this guide. 

In the shared module Bank Accounts, you can establish the bank information to 
use with Payroll. A new bank can be established or it can be added to an existing 
bank record. This is determined by your actual bank account number. If the 
Payroll account is separated, then a new bank should be created. The fist 
parameter screen that appears when entering a bank is basic information such as 
account number, routing number, bank name, and address. The next parameter 
screen indicates the other Blackbaud systems that share this account. By placing a 
checkmark next to the program name you are indicating that module is able to 
generate checks from this hank. 

r& For more information 
on EFT, see the 

Electronic Funds Transfer 
for Payroll Users Guide. 

Selecting the Payroll module opens a new screen that allows you to supply the 
cash account associated with the bank. Supply the starting check number and, if 
you have the Electronic Funds Transfer module, establish the *.ACF1 parameters. 
Standard information such as the bank name, address, account number, and EFT 
parameters are entered in this module. 
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y-a If additional Blackbaud 
products are present in 
the same database with 
Payroll, some information is 
shared across all of the 
Blackbaud programs. 
Examples include some 
system tables and 
preferences. 


/~& The organization’s 
name is coded into the 
program and is a display. If 
your organization name 
needs to be changed, please 
contact Accounting for 
Nonprofits Customer 
Support. 


Payroll system settings are defined in Configuration. Here you can customize 
Payroll by creating addressee and salutation formats, establishing user and system 
preferences, and establishing journal references and source codes for posting to 
General Ledger. 

Organization Settings 

From the General tab you define information specific to your organization such as 
address, telephone information, and Federal tax ID. You can also determine if you 
want Payroll to automatically generate employee ID numbers. 

^ Establishing organizational settings 

1. From Configuration , select the General tab. 



2. Enter the address of your organization. Enter the City, State, and ZIP 
code in the appropriate fields. Type the address as you want it to appear 
on printed documents. 

3. Enter the organization’s phone number as you want it to appear on 
printed documents. 

4. Enter the Federal tax ID as you want it to appear on W-2 forms and other 
federal reports. 

5. Mark the Automatically generate employee ID’s checkbox if you want 
Payroll to automatically provide employee identification numbers. 

The first employee entered is numbered “1” and rest of the employees 
entered follow sequentially, increasing in increments of one. This 
function only works if you leave the Employee ID field blank; if you key 
in an ID, the program uses it as long as it is unique. 
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Preferences 


The Preferences tab allows you to customize Payroll to your organization’s needs. 
Preferences can be set at two levels - user preferences and system preferences. 
System preferences establish systemwide standards. User preferences define how 
the program works for an individual user based on the user name. 

System preferences establish systemwide standards that apply for all Payroll 
users. For Payroll, you can determine duplicate search criteria, set hours 
preferences, define filters, split tax expenses, and establish time sheet preferences. 

User preferences define how the program works for an individual user based on 
the user name. User preferences determine what information appears in the title 
bar of each employee record, if the program should automatically complete table 
entries, and if the Enter key should move the cursor to the next field. These 
options are specific to the user name. For example, if Amy defines preferences in 
Configuration and uses her own user name and password to log onto Melissa’s 
computer, then Amy’s preferences will still be set. 



33E Because system 
“ preferences can alter 
the way your entire payroll 
system is run, you may want 
to restrict access to these 
preferences. For more 
information on setting 
security, see the Security 
chapter in this guide. 


From the Preferences tab you can: 

• Define employee title bar • 

• Establish data entry • 

preferences 

• Establish duplicate criteria • 

• Establish hours • 


• Define miscellaneous user 
preferences 

• Define account search 
options (available only if 
General Ledger is present) 

• Establish default check 
format 

• Define filters 
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• Split tax expenses • Define time sheets 


User Preferences 


Setting user preferences lets you define the information that appears in the title bar 
of each record in the Employees module and allows you to streamline your data 
entry procedures. There are two user preference options: Employee title bar and 

Miscellaneous. 


Once you mark the 
User Preferences 
option, the User 
Preferences frame defaults 
to the Employee title bar 
option. 


Employee Title Bar Settings 

The Employee title bar preference allows you to choose what information appears 
in the title bar (caption at the top of the screen) for each employee record. 


^ Defining employee title bar settings 


1. From Configuration , select the Preferences tab. 

2. Mark User preferences. The user preferences options appear on the 
screen. 

3. In the User Preferences frame, mark the Employee title bar option. The 
title bar options appear on the screen. 



4. In the Employee Title Bar frame, select a display option. You can choose 
from Addr/Sal from Employee, Addr/Sal from Configuration, or 
Employee name. 

If you choose the Addr/Sal from Employee option, enter a primary and 
secondary Addr/Sal to use. 
























Configuration 


If you choose the Addr/Sal from Configuration option, select the 
Addr/Sal you want to use from the drop-down list. 



If the format you want does not appear, you can add it to the Addr/Sal tab 
in Configuration and it will appear in the list. 

To view only the employee’s name in the title bar, select the Employee 
name option. 



































Miscellaneous User Preferences 


Miscellaneous user preferences include the options to automatically complete 
table entries, set the Enter key to move the cursor to the next field, establish the 
output file path, set account masks for General Ledger account numbers, and 
select the first two fields that should appear on new records. 

^ Establishing miscellaneous preferences 

1. From Configuration , select the Preferences tab. 

2. Select the User preferences option. In the User Preferences frame, 
select the Miscellaneous option. The miscellaneous user options appear 
on the screen. 



3. In the Miscellaneous frame, mark Automatically complete table entries 
if you want the program to automatically complete an entry after you have 
typed one or two characters. 

For example, if you type “S,” the program fills in the first table entry that 
starts with S. If the entry that pops up is not the one you want, continue 
typing until the entry you want appears. 

4. Mark the Enter key moves to the next field option. 

If you select this option, hard returns (advancing to the next line by 
pressing Enter) are made by pressing Ctrl + Enter The Tab key 
moves the cursor to the next field whether this option is selected or not. 

5. In the Output file path textbox, enter the path where you want 
in form a tion exported from Payroll saved. To locate the correct directory, 
click [TT7|. 

For example, if you type “C:\My Documents” in this field, when you save 
a document named “application” or export an output query named 
“application,” you can locate the file at “C:\My Documents\application”. 
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6. In the Data Entry frame, you can select the order in which you view the 
Name, ID, and SSN fields. Select the field you want to appear first on 
new records by selecting it from the first drop-down list. Select which 
field should display to the right of the first field by selecting it from the 
second drop-down list. 

7. In the Search Options frame, you can define the characters to use as an 
account mask when searching for an account in General Ledger. These 
characters act as placeholders. Mark Automatic to use the automatic 
account mask provided by the program. Mark Manual placeholder to 
select a character from the drop-down list. The program displays an 
Example of how the selected account mask will appear. 

System Preferences 


The options in the 
^ Search Options frame 
are only available if you 
have General Ledger 
installed in the same 
database as Payroll. 


System preferences define systemwide standards for duplicate record searches, 
hours, filters, miscellaneous, and time sheets preferences. Only users with 
supervisor rights (set in Security) are allowed to define system preferences. 



aA For more information 
about setting 

supervisory rights, see the 
Security chapter in this 
guide. 


Duplicate Employee Criteria 

Defining duplicate criteria allows you to maintain a higher level of integrity in 
your records by ensuring you have no duplicate records. When the program 
searches for duplicate records, it searches the Payroll fields you select for 
matching information. For example, you can verify that there are no duplicate 
Social Security Numbers in your database by defining the field SSN with a the 
Length of nine. The program checks for any duplicate Social Security Numbers 
that contain the same nine numbers in the same sequence. 
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If you choose the date 
J field, the Length 
column displays 10. This 
cannot be changed. 


Lengths are not 
■C*/ applicable for code 
table entries so “N/A” is 
displayed in the Length 
column instead of a number. 


This check can be performed automatically by marking the Automatically check 
for duplicates when saving employees checkbox (located at the bottom of the 
Duplicate Employee Criteria grid) or you can periodically run your own duplicate 
report from Utilities and Housekeeping. 

P Establishing duplicate employee criteria 

1. From Configuration, select the Preferences tab. 

2. Mark the System preferences option. In the System Preferences frame, 
mark the Duplicate criteria option. The Duplicate Employee Criteria 
grid appears. 



3. In the Field Name column, select the name of the field you want to 
monitor for duplicate information. This column lists all of the fields in 
Payroll that are available for duplicate monitoring. 

4. In the Length column, enter the length the program should use when 
determining if the record is a duplicate. This indicates the number of 
characters the program compares when searching for duplicate records. 

5. If you want the program to Automatically check for duplicates when 
saving employees, mark the checkbox. 

6. Click Restore Defaults to remove the current settings from the criteria 
grid and replace them with the program’s default settings, which are listed 
below: 

• Last name - 18 

• First name-18 

• Middle name - 18 

• City-20 

• State - 2 

• ZIP-12 
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Hours Preferences 

You can use the hours preference to determine the amount of hours a salaried 
employee works. This is helpful if your company does not have a 40 hour work 
week, or if you are running a report that requires you to convert the pay 
frequencies of salaried employees to hours. 

^ Establishing hours preferences 

1. From Configuration , select the Preferences tab. 

2. Mark the System preferences option. 

3. In the System Preferences frame, mark the Hours option. The hours grid 
appears. 



4. For each Pay Frequency, enter the hourly inform a tion for your salaried 
workers in the Hours column. If you need to calculate any hours, you can 

access the calculator by clicking H. 

Filters Preferences 

The filters preference allows you to filter the tax information you see on the Tax 
Tables Tab in Configuration. You can choose to view taxes with a certain 
effective date or for certain states. 

The date you enter in the Effective Dates frame determines which taxes display 
on the Tax Tables tab and which states appear in the State Taxes grid on the Tax 
Tables tab in Configuration. If you want to view all tax settings for all states, you 
should leave this field blank. 

^ Establishing filters preferences 

1. From Configuration, select the Preferences tab. 


The grid defaults to 
hours based on an 8 
hour day and a 40 hour work 
week. 


rA Click Restore Defaults 
to return the grid to its 
original values. 
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2. Mark the System preferences option. In the System Preferences frame 
mark the Filters option. The following screen appears. 



3. In the Effective Dates frame you can filter which taxes are displayed 
based on an effective date. To activate this filter, mark the checkbox and 
enter an effective date. All taxes that have the effective date or later will 
be displayed on the Tax Tables tab in Configuration. 

4. In the States frame select either the Display taxes for all states to view 
all states or Display taxes for selected states to view specific states. 

If you select the latter option, select the states you want to view from the 
All States box and move them to the Display taxes for these states box 
using the arrow buttons. 

The states you select here are the only states from which you can select 
when adding a new state tax on the Tax Tables tab in Configuration. 


Miscellaneous System Preferences 

Defining miscellaneous system preferences allows you to split expenses by 
department and specify a default check format. 

Using the split expenses option allows you to define expense accounts by 
department for each category of tax expense, rather than using the same expense 
account for each department per tax category (these are defined on the Tax Tables 
tab). If you want department expenses to post to a different account than the 
employer expense account (Tax Tables tab of Configuration, Federal Taxes 
option), you can add the new account on the Departments tab of Configuration. 
Once you add a new department, you enter the account information on the Tax 
Expenses tab. 

If you choose to not split expenses, each expense posts to the designated account 
defined on the Tax Tables tab, Federal tax option. If none of the options to split 
tax expense by department are selected, then you will not have a Tax Expenses tab 
when adding a department in Configuration. 
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^ Establishing miscellaneous system preferences 

1. From Configuration, select the Preferences tab. 

2. Mark the System preferences option. In the System Preferences frame 
mark the Miscellaneous option. The miscellaneous preferences appears. 



3. In the Split Expenses by Department For These Taxes frame, select the 
taxes for which you want to split expenses. 

4. In the Checks frame, select a default check format from the drop-down 
list. 

When you print manual checks from Bank Accounts, the check format 
you select here appears as the default in the Check format drop-down 
list. You can change the check format at any time. 

Time sheets Preferences 

You can use time sheet preferences to customize how you track hours and report 
employee attendance on the Time Sheets tab of an employee record. 

^ Establishing time sheets preferences 

1. From Configuration, select the Preferences tab. 


When you select a tax, 
'"J the expense account for 
that tax is enabled on the 
Department dialog of the 
Tax Expenses tab, requiring 
an entry of a general ledger 
account in which to post tax 
expenses. 
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2. Mark the System preferences option. In the System Preferences frame 
mark the Time sheets option. The following screen appears. 



3. In the Rounding frame, mark the Round time in/time out columns of 

time sheets checkbox if you want to round these numbers. Once you mark 
the checkbox, you can select your rounding preferences from the 
drop-down lists. 

4. In the Decimal Places frame, select how many decimal places the 
unit/hours column of a time sheet should have. 

5. In the Available Pay Types frame, decide if you want to record and pay 
attendance or pay piece rates by marking the appropriate checkbox(es). 

Tables and Table Entries 


y& Tables are added on the 
Attributes tab. For 
more information please see 
the “Adding an attribute 
table” procedure on page 58. 


From the shortcut 
"C*/ menu you can edit, 
insert, delete, move, sort, 
and print entries. To access 
the shortcut menu, highlight 
a table entry and click the 
right mouse button in the 
Table Entries box. 


Certain tables are shared by all Blackbaud programs present in the same database; 
these tables are referred to as Shared Tables. Other tables are specific to Payroll, 
these tables are called Payroll Tables. On the Tables tab, you can choose to 
display All Tables, Payroll Tables, or Shared Tables by selecting one of the 
three options from the drop-down list at the top of the Tables frame. 

The Tables frame displays a list of the available tables. When you highlight a 
table, the entries defined for that table appear in the Table Entries frame. 

You can view table entries using the long description or the short description if the 
entry has both descriptions. From the Table Entries frame, you can add, edit, 
insert, and delete entries. Entries can also be moved up and down within the list, 
sorted, and printed. 
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To view the Tables tab, open Configuration and select the Tables tab. 



In the Tables frame you can choose which table types to view. Once you select a 
table, the Table Entries frame displays the entries for the highlighted table. 

From the Tables tab you can: 


• Rename a user-defined 
table 

• Delete a user defined table 

• Edit a table entry 

• Delete a table entry 

• Move an entry down 


• Print a table 

• Add a table entry 

• Insert a table entry 

• Move an entry up 

• Sort table entries 


Tables 


If you want to add a new table, you can do so only from the Attributes tab. You 
can define the new table by description, data type, and table name for any record 
type (Employee, Attendance, Event, and Action). Once created, the new table 
appears in the list of available tables on the Tables tab. 

Marking the Display active entries only checkbox on the Tables tab tells the 
program to display only active table entries in the tables. If this option is not 
marked, inactive table entries are displayed on the Tables tab in gray text. 

Regardless, an inactive table entry does not show during data entry. 


Tables are added on the 
Attributes tab. For 
more information please see 
the “Adding an attribute 
table” procedure on page 58. 
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SK All user-defined tables 
^ can be renamed; 
however, system tables 
(tables that come with the 
program) cannot be 
renamed. User-defined 
tables are those tables you 
add from the Attributes tab. 


User-defined tables are 
^ those tables added by 
the user on the Attributes 
tab. If a user-defined table 
has table entries in use on a 
record, it cannot be deleted. 
Standard tables, supplied by 
Blackbaud, cannot be 
deleted. 


^ Renaming a table 

1. From Configuration, select the Tables tab. 

2. Select a user-defined table. Do not highlight a table entry. 

3. Click Edit. The Edit table screen appears. 

4. Make the necessary changes. 

5. When finished, click OK. 

^ Printing a table 

1. From Configuration, select the Tables tab. 

2. Click Print. The Print Code Tables screen appears. 



3. Select whether to print All Code Tables or Selected Code Tables by 
marking the appropriate option. 

If you choose to print selected code tables, you must indicate which tables 
you want to print by highlighting the table in the Code tables box and 
moving the selection to the Print these code tables box using the arrow 
buttons. 

4. Mark Include inactive table entries if you want to print all table entries. 

5. Mark Print one table per page if you want each table to print on a new 
page. 

6. Click OK to begin printing. 

^ Deleting a user-defined table 

If a user-defined table has table entries in use on a record, it ca nn ot be deleted. 
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1. In Configuration, select Edit, Delete User-defined Tables from the 
menu bar. The Delete User-Defined Tables screen appears. 



2. Highlight the user-defined table you want to delete and click Delete. A 
con fir m a tion message appears. 

3. Click Yes to delete the table. 

Table Entries 


Table entries provide you with a set of options to choose from during data entry. 
For example, when entering an ethnicity, you choose an ethnicity such as 
Native-American or Asian-American from the ethnicity table. You can choose to 
view all table entries (active and inactive), or just active entries by marking the 
Display active entries only checkbox at the bottom of the Table Entries frame. 

Using table entries helps maintain format consistency during data entry, which is 
important for producing accurate reports and statements. For example, when 
entering a phone type, one user might enter the phone type as “beeper”, but 
another user might enter “pager”. With a table, both users would know to select 
the organization’s standard: “beeper”. 

You can also add and delete table entries as needed. Table entries can only be 
deleted if they are not in use on a record. If you want to ensure the entry is no 
longer used, you can mark it inactive so that the entry is no longer a visible choice. 
User-defined tables can only be added through the [Add New Table] option on 
the Attributes tab. Table entries are then added from the Tables tab. For example, 
if your organization creates additional job levels, you can add them to the Job 
Level table. 

^ Adding a table entry 

1. From Configuration, select the Tables tab. 

2. In the Tables frame, highlight the table to which you want to add an 
entry. 


Attribute tables are 
created on the Attribute 
tab, however, you add 
entries on the Tables tab. 


/■& You may not have a 
Short Desc field on 
your Add Table Entry 
screen. 
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r& If a table entry has a 
"C*/ short description, the 
Length of the short 
description is displayed next 
to the Short Desc field. 


When you Add a table 
"Cy entry, the new entry 
appears at the bottom of the 
list. You can then move the 
entry by clicking Up or 
Down. 


Inserting a new table 
entry differs from 
adding a new table entry in 
that you can position the 
new entry at precisely the 
point in the list where you 
want it to appear. The new 
entry is added above the 
highlighted entry. 


You enable the Insert 
button by highlighting 
a table entry. 


3. Click Add. The Add Table Entry screen appears. 



4. Enter a description of the entry. If a table has a short description, it is 
always required and must be unique within each code table. In tables with 
long descriptions, the long description is also required. 

If the short description is entered and the long description is blank, the 
long description defaults to the short description. 

5. Mark the Deactivated? option if you want to disable the table entry 
without deleting it from the program. This may be useful if you need to 
enter a table entry to be used for the next year, but you do not want it 
available for use in the current year. You can also deactivate an entry that 
is no longer in use, but needed for historical reference. 

6. Click OK to complete the entry. The new entry appears in the Tables 
Entries frame. 

^ Inserting a new table entry 

1. From Configuration, select the Tables tab. 

2. In the Tables frame, highlight the table in which you want to insert a new 
entry. The existing entries display in the Table Entries frame. 

3. Highlight the entry below the point where you want to insert a new entry 
and click Insert. The Add Table Entry screen appears. 



4. Enter a description of the entry. 

5. Mark the Deactivated? option if you want to disable the table entry 
without deleting it from the program. This may be useful if you need to 
enter a table entry to be used for the next year, but you do not want it 
available for use in the current year. You can also deactivate an entry that 
is no longer in use, but needed for historical reference. 

6. Click OK. The new entry appears above the entry you highlighted. 

^ Adding an entry to the phone type table 

1. From Configuration, select the Tables tab. 
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2. Highlight Phone Type in the Tables frame. 

3. Click Add. The Add Phone Type screen appears. 



4. Enter the Description. 

5. Select a phone Type from the drop-down list. Choose from Telephone 
Number, Fax Number, Email Address, Web Address/URL, and 
Other. 

If you select Telephone Number or Fax Number, you can select a 
Format from the drop-down list. 

6. Click OK to complete the new entry. 

^ Adding an entry to the piece rate table 

1. From Configuration, select the Tables tab. 

2. Highlight Piece Rate in the Tables frame. 

3. Click Add. The Add Table Entry screen appears. 



4. Enter a Short Description of the piece rate table entry. The short 
description has a maximum length of 2 characters. 

5. Enter a long Description. 

6. Enter the Rate per unit for the entry. 

7. Mark the Deactivated? option if you want to disable the table entry 
without deleting it from the program. 

8. Click OK to complete the entry. 

^ Editing a table entry 

1. From Configuration, select the Tables tab. 

2. In the Tables frame, highlight the table you want to change. The entries 
for the highlighted table display in the Table Entries frame. 
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3. In the Table Entries frame, highlight the entry you want to edit. 

4. Click Edit. The Edit Table Entry screen appears. 



r Deactivated? 

| OK | Cancel | 


3R£ You cannot delete a 
table entry in use by 
any record. If the table entry 
is in a shared table, it cannot 
be deleted; however you can 
deactivate the table entry so 
that users can no longer add 
the table entry to records. 


Table entries can 
appear in any order you 
want. You can move the 
table entries so that the most 
commonly used entries are 
at the top of the list. 


/^You can have the 
Sili* program sort table 
entries alphabetically. This 
makes locating entries 
easier, particularly in long 
lists of entries. 


5. Make the necessary changes. 

6. When finished, click OK. The program automatically saves the changes. 

^ Deleting a table entry 

You can only delete a table entry if it is not in use on a record. You also 
cannot delete a table entry from a shared table. 

1. From Configuration, select the Tables tab. 

2. In the Tables frame, highlight the table from which you want to delete an 
entry. The existing entries are displayed in the Table Entries frame. 

3. In the Table Entries frame, highlight the entry you want to delete. 

4. Click Delete. A confirmation message appears. 

5. Click Yes to delete. 

^ Moving an entry within a table 

1. From Configuration, select the Tables tab. 

2. In the Tables frame, highlight the table you want to change. The existing 
entries appear in the Table Entries frame. 

3. Highlight the entry you want to move. 

4. Click Up or Down to move the entry. 

P Sorting a table entry 

1. From Configuration, select the Tables tab. 

2. In the Tables frame, highlight the table you want to sort. 

3. Highlight a table entry in the Table Entries frame. 

4. Click Sort. The Sort Table Options screen appears. 
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5. Select Ascending to sort in alphabetical order (A-Z), or Descending to 
sort in reverse alphabetical order (Z-A). 

6. You may also choose to sort by Description or Short Description if both 
types are available. Mark Description or Short Description. 

7. Click OK. 

Addressee/Salutations 


You may further customize Payroll by defining the way your checks and 
employee reports are addressed to employees. You can create various salutation 
formats to use, depending on the occasion or need. 



From the Addressee/Salutations tab you can: 


33? Tables which include 
numbers are sorted by 
the first digit of the entry 
(i.e., all Is would be 
together, all 2s, etc.). For 
example 1, 11, 14, and 17 
would be grouped before 2, 
21, 27, and 29. An alternate 
way to enter numeric entries 
is 001,002, 003...010, Oil, 
012, etc., to avoid sorting 
problems. 


• Add addressee/salutations 

• Insert addressee/salutations 

• Define addressee/salutation 
fields 


Edit addressee/salutations 
Delete 

addressee/salutations 
Print addressee/salutations 


^ Adding an addressee/salutation 

1. From Configuration , select the Addr/Sal tab. 


When you Add an 
addressee/salutation, 
the addressee/salutation 
appears at the bottom of the 
list. 
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2. Click Add. The Add Addressee/Salutation screen appears. 



The preview box uses 
sample data to show 
how the addressee will 
appear. 


Names with a middle 
initial, rather than a 
middle name (e.g., Herman 
B Wells) are special cases. If 
Initial is marked, the initial 
will appear with a period 
(B.). If left blank, the initial 
appears without a period 
(B). 


3. In the Field Name column, click the down arrow to access a list of the 
fields available for defining addressee and salutation entries. 

4. Determine how the information will be displayed by marking the 
appropriate checkboxes for each field. 

• Initial 

Marking this checkbox makes the first letter of the corresponding entry 
an i n itial and inserts a period. 

Example: If the first name is James and you mark Initial, the first name 
appears as “J.” in the salutation. 

• Comma 

Marking this checkbox inserts a comma between the previous field and 
the field you have just defined. 

Example: If you define a suffix and mark Comma, a comma appears 
before the suffix (e.g., “James Earl Britt, Jr.”). 

• Conditional Break 

Marking this checkbox causes the addressee/salutation to wrap to the 
next line at the point where the conditional break is placed if the 
addressee/salutation is too long. 

Example: If you have an employee with an extraordinarily long 
salutation (e.g., Dr. Rebecca Lynn Postupack-Slifer, “Becky Lynn”, 
002-45-8729) that may not fit on an entire line of your address label, 
you can tell the program where to place the break if one is necessary by 
marking Cond. If needed, the program places the break before the field 
you mark Cond. 

• Hard Break 

Marking this checkbox causes the addressee/salutation to automatically 
wrap to the next line at the point where the hard break is placed. 
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Example: If you have an employee with an extraordinarily long 
salutation (e.g., Dr. Rebecca Lynn Postupack-Slifer, “Becky Lynn”, 
002-45-8729) that may not fit on an entire line of your address label, 
you can tell the program where to place the break. The program places 
the break before the field you mark Hard Brk. 

• Concatenate 

Marking this checkbox removes the spaces between the first field 
selected and the next field. 

Example: If you create a table entry called “Maiden name-” and choose 
it as a salutation field, you could also select last name and mark the 
Concat option. A woman with a maiden name of Postupack would 
appear as “Maiden name-Postupack”. 

• Smart 

Marking this checkbox removes a user-defined field if the fields with 
the smart option are activated. 

Example: If you are have an addressee/salutation format of “John and 
Jane Q. Public” and you select the smart option by the spouse first 
name field, the system drops the “and” if there is not an entry in the 
spouse first name field. This prevents salutations of “John and Q. 
Public.” 

5. Click OK. 


^ Editing an existing addressee/salutation 

1. Access the Addr/Sal tab. 

2. Highlight the addressee/salutation you want to change and click Edit. The 
Address/Salutation screen appears with the previously defined 
information entered. 



/-A If you want to delete a 
row, click the button at 
the left end of the row. The 
row is highlighted. Press 
Delete. 


3. Make the necessary changes to the entry. 

4. Click OK. 
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r& Inserting a new 
addressee/salutation 
differs from adding a new 
addressee/salutation in that 
you can position the new 
entry at precisely the point 
in the list where you want it 
to appear. The new 
addressee/salutation is 
added above the highlighted 
entry. 


/A Additional 

user-defined fields, 
such as department, can be 
entered and then used in 
creating 

addressee/salutations. 


/■& You can print the 
Addressee/Salutation 
table in detail or in a 
summary format. This 
facihty prints all of the 
Addressee/Salutations you 
have defined in the order 
they appear on the Addr/Sal 


^ Inserting an addressee/salutation into the table 

1. Access the Addr/Sal tab. 

2. Highlight the addressee/salutation listed just below the point where you 
want to insert the new addressee/salutation, and click Insert. 

3. In the Field Name box, click the down arrow to access the fields 
available for defining addressee and salutation entries. 

4. Determine how the information should be displayed by marking the 
appropriate checkboxes for each field. 

5. Click OK. 

P Deleting an addressee/salutation from the table 

You can only delete an addressee/salutation if it is not in use. 

1. Access the Addr/Sal tab. 

2. Highlight the entry you want to delete and click Delete. A confirmation 
screen appears. 

3. Click Yes to delete. 

P \Adding an addressee/salutation field 

1. Access the Addr/Sal tab. 

2. Click Fields. The Addressee/Salutation Fields screen appears. 



3. Move the cursor to a blank line and type the desired text. 

4. Click OK to save. The new field has been added to the list of field names 
in the Field Name colu mn . 

P Printing the addressee/salutation table 

1. Access the Addr/Sal tab. 

2. Click Print. The Print Addressee/Salutation screen appears. 



3. Mark either Summary or Detail. 
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The Summary report prints a sample of each format. The Detail report 
prints a sample of each format and also includes a grid displaying the 
selected field names and the formatting for each addressee/salutation. 

4. Click OK to begin printing. 

Attributes 


Attributes add flexibility to Payroll by allowing you to define and store additional 
information about your employees, attendance records, events, and actions. From 
the Attributes tab, you can establish attribute values that can then be assigned to 
individual records. Attributes can be established and assigned for all record types. 
The intention of assigning attributes to a record is to provide you with a method of 
grouping the employee, attendance, event, and action record types by specific 
attributes. 

Some examples of employee attributes are “Certification” and “Degree Type.” 
Possible attendance attributes are “Approved by” and “Date Approved.” Event 
attributes can include “Location” and “Type.” Action attributes can be “Date 
Telephoned” and “Site Visited.” 

As you can see from the above examples, the Attributes tab offers great flexibility 
and user-defined choices. Attributes can be specific to your organization or 
general in nature. 

Two modules where attributes are especially useful are Query and Export and 
Reports. When creating a query or report, you can include or exclude records by 
filtering with one or more attributes. For example, you can generate a report 
showing all employees who have attended the Blackbaud University Payroll 
course by only including employees with the attribute “PY BBU” assigned. 



r& Attributes also provide 
you with a place to 
store additional information 
required by your 
organization. 


















From the Attributes tab you can: 


• Add an attribute • Edit an attribute 

• Delete an attribute 

^ Defining an attribute 

1. From Configuration , select the Attributes tab. 

2. Select an attribute type. Choose from Employee, Attendance, Event, or 
Action. 

3. Enter a Description. 

4. Move the cursor to the Data Type colu mn and select a data type from the 
drop-down list. This defines the format for the attribute field (i.e., Text, 
Number, Date, Yes/No, Currency, and Table). 

If you choose Table as your data type, you must select the name of an 
existing table from the drop-down list in the Table Name column or 
choose [Add New Table] to create a new table. For steps on adding an 
attribute table, see the next procedure. 

^ Adding an attribute table 

1. From Configuration , select the Attributes tab and follow the procedure 
above to define an attribute. 

2. Select Table as the Data Type. 

3. In the Table Name column, select [Add New Table] from the drop-down 
list. 

State 6 

Suffix 

Termination Reason 



Click outside of this field, and the Add New Table screen appears. 



4. Enter the name of the new table. If you want your table to use a short 

description, mark the Use Short Description of_characters checkbox 

and enter the maximum number of characters the short description can 
have. 













Configuration 


5. Click OK to save. 

^ Deleting an attribute 

You can only delete an attribute if it is not in use. 

1. From Configuration, select the Attributes tab. 

2. Click the button at the left end of the row to highlight the row that 
contains the attribute you want to delete. 

3. Click the right mouse button to access the shortcut menu. 

4. Click Delete Row. A confirmation message appears. 

5. Click Yes. The record is deleted. 

Tax Tables 


y% To add entries to the 
newly created table, 
select the Tables tab and 
follow the procedures for 
adding new table entries 
found on page 49. 


The Tax Tables tab allows you to add federal, state, and local tax tables. 
Depending on the state for which you are defining taxes, the screens in this 
section may vary from the ones you see on your screen. You can define as many 
different taxes as you want for current or future use. 



From the Tax Tables tab you can: 


• Add federal, state, and 
local taxes 


Edit federal, state, and 
local taxes 


Delete federal, state, and 
local taxes 
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Federal taxes 


Blackbaud provides 
^ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


§ 


Each tab is detailed by 
procedure in the order 


it appears. In order to 
establish a federal tax, you 
must complete the 
information on each of the 
five tabs. 


You have the option to add information for the following federal taxes: Federal 
Income tax, Social Security tax, Medicare tax, FUTA tax, and Advance EIC tax. 
If you have General Ledger, you can search for a specific account that you have 
defined by clicking H- If the option to split expenses by department is turned on 
in system preferences, this account field is required, but the expense postings use 
the general ledger account designated on the department record. If you choose not 
to split taxes, Payroll uses the withholding account you define. This applies for 
the Social Security Tax, Medicare Tax, and FUTA Tax tabs. 

Only one federal tax setting can exist for any effective date. The program does not 
allow you to add a tax that has the same effective date as an existing tax. 

^ Adding a federal tax 

In order to establish a federal tax, you must complete the information on each 
of the five tabs: Federal Income Tax, Social Security Tax, Medicare Tax, 
FUTA Tax, and Advance EIC). Each tab is detailed by procedure in the order 
it appears. 

1. From Configuration, select the Tax tables tab. 

2. In the Tax Categories frame, mark the Federal taxes option. The 
following screen appears. 



3. Click the New Tax button. The Add Federal Tax Settings screen appears 
with the Federal Income Tax Tab on top. 













Configuration 



Federal Income Tax tab 



1. Enter an effective date in the Settings are effective as of field. This is the 
date that the specified settings take effect. The effective date default is 
one year from the most recent federal tax. 

2. Enter a brief Description of the tax. 

3. Enter a Short tax description. The description entered here describes 
federal withholding amounts on payroll calculations, and prints as the 
description for federal withholding on the employee’s paycheck. 

4. Enter the Supplemental W/H rate. 

5. Enter the Daily annualization factor. This number “annualizes” an 
employee’s earnings when they are paid with a daily frequency. 

6. Enter the Deduction per exemption. An employee’s wages subject to 
federal tax are reduced by the number of exemptions they are claiming 
multiplied by this amount. 

7. Enter the Federal W/H account. This identifies the general ledger 
account to which federal income tax withholdings will post, ff you do not 
have General Ledger, this field appears as a textbox; enter a general 
ledger account number in which to post. 

8. In the Federal W/H Status box, mark either the Single or Married 
option and fill in the tax table for both withholding statuses. 

9. Select the Social Security Tax tab. 


T r Each tab is detailed by 
' procedure in the order 


it appears. In order to 
establish a federal tax, you 
must complete the 
information on each of the 
five tabs. 


rA Much of the default 
information on this tab 
is taken from the Circular E; 
however, this information 
can be changed. 


rA Much of the default 
information on this tab 
is taken from the Circular E; 
however, this information 
can be changed. 
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Social Security Tax tab 



§ 


Each tab is detailed by 
procedure in the order 


it appears. In order to 
establish a federal tax, you 
must complete the 
information on each of the 
five tabs. 


33t Blackbaud provides 
“r defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


1. Enter a Short tax description. The description entered here describes 
Social Security withholding amounts on payroll calculations and prints as 
the description for Social Security withholding on the employee’s 
paycheck. 

2. Enter the Social security rate. 

3. Enter a Social security limit. When an employee’s wages upon which 
Social Security has been taxed reach this level, they are excluded from 
further taxation. This limit is based on a per year amount. 

4. Enter the Employee W/H acct. This identifies the general ledger account 
to which employees’ Social Security withholdings posts. If you do not 
have General Ledger, this field is a text field; however, you can still enter 
a general ledger account number in which to post employees’ Social 
Security withholdings. 

5. Enter the Employer liability acct. This identifies the general ledger 
account to which employer Social Security liability posts. If you do not 
have General Ledger, this field is a text field; however, you can still enter 
a general ledger account number in which to post employer Social 
Security liability. 

6. Enter an Employer expense acct. This identifies the general ledger 
account to which employer Social Security expenses posts. If you do not 
have General Ledger, this field is a text field; however, you can still enter 
a general ledger account number in which to post employer Social 
Security expenses. 

7. Select the Medicare Tax tab. 
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Medicare Tax tab 



1. Enter a Short tax description. This description describes Medicare 
withholding amounts on payroll calculations and prints as the description 
for Medicare withholding on the employee’s paycheck. 

2. Enter the Medicare rate. This is the rate at which employees and 
employers are taxed for Medicare. 

3. Enter the Employee W/H acct. This identifies the general ledger account 
to which employee Medicare withholdings posts. If you do not have 
General Ledger, this field is a text field; however, you can still enter a 
general ledger account number in which to post employee Medicare 
withholdings. 

4. Enter the Employer liability acct. This identifies the general ledger 
account to which employer Medicare liability posts. If you do not have 
General Ledger, this field is a text field; however, you can still enter a 
general ledger account number in which to post employer Medicare 
liability. 


Much of the default 
information on this tab 
is taken from the Circular E; 
however, this information 
can be changed. 


s 


Each tab is detailed by 
procedure in the order 


it appears. In order to 
establish a federal tax, you 
must complete the 
information on each of the 
five tabs. 
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Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


rA Much of the default 
'Cc/ information on this tab 
is taken from the Circular E; 
however, this information 
can be changed. 


I Each tab is detailed by 
procedure in the order 


it appears. In order to 
establish a federal tax, you 
must complete the 
information on each of the 
five tabs. 


5. Enter the Employer expense acct. This identifies the general ledger 
account to which employer Medicare expenses posts. If you do not have 
General Ledger, this field is a text field; however, you can still enter a 
general ledger account number in which to post employer Medicare 
expenses. 

6. Select the FUTA Tax tab. 

FUTA Tax tab 



1. Enter a Short tax description. This description describes FUTA amounts 
on payroll calculations. 

2. Enter the FUTA rate. This is the rate at which the employer’s tax liability 
for FUTA is calculated. 

3. Enter the FUTA limit. When an employee’s wages upon which FUTA has 
been taxed reach this level, the employer is no longer taxed for FUTA. 

4. Enter the Employer liability acct. This identifies the general ledger 
account to which employer FUTA liability posts. If you do not have 
General Ledger, this field is a text field; however, you can still enter a 
general ledger account number in which to post. 

5. Enter the Employer expense acct. This identifies the general ledger 
account to which employer FUTA expenses posts. If you do not have 
General Ledger, this field is a text field; however, you can still enter a 
general ledger account number in which to post. 

6. Select the Advance EIC tab. 



















Configuration 


Advance EIC tab 



1. Enter a Short description. The description entered here describes 
Advance EIC amounts on payroll calculations and prints as the 
description for Advance EIC amounts on the employee’s paycheck. 

2. Enter the Advance EIC account. This identifies the general ledger 
account to which Advance EIC amounts post. If you do not have General 
Ledger, this field is a text field; however, you can still enter a general 
ledger account number in which to post. 

3. Select the Single/Married option, and enter wage and rate information in 
each of the fields. 

4. Select the Married both filing option, and enter wage and rate 
in formation in each of the fields. 

5. From the File menu, select Save and Close. 

^ Editing a federal tax 

1. From Configuration, select the Tax Tables tab. 

2. In the Tax Categories frame, mark the Federal taxes option. 


r% Much of the default 
information on this tab 
is taken from the Circular E; 
however, this information 
can be changed. 


8 


Each tab is detailed by 
procedure in the order 


it appears. In order to 
establish a federal tax, you 
must complete the 
information on each of the 
five tabs. 
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e Each tax has arrow 
buttons on the toolbar. 
You can click these arrows 
to view all of the taxes in the 
order they appear on the Tax 
Tables tab. 


3. Highlight the tax you want to edit and click Open Tax. The Edit Federal 
Tax Settings screen appears. 



4. Make any necessary changes. 

5. To save your changes, select File, Save. 

^ Deleting a federal tax 

You can only delete a federal tax if it is not in use on a record. 

1. From Configuration , select the Tax Tables tab. 

2. In the Tax Categories frame, mark the Federal taxes option. 

3. Highlight the tax you want to delete and click Delete Tax. A confirmation 
screen appears. 

4. Click Yes. 

State taxes 


Unless specifically 
"C*/ noted, use of the word 
“state” in this document also 
implies the inclusion of U.S. 
territories. 


Payroll allows you to add tax tables for all 50 states, Puerto Rico, Guam, Virgin 
Islands, District of Columbia, American Samoa, and Northern Mariana Islands. 
Different states have different tax settings so the screens you see here will vary 
depending on the state for which you are adding taxes. 

^ Adding a new state tax 

1. From Configuration , select the Tax tables tab. 






















Configuration 


2. In the Tax Categories frame, mark the State taxes option. The state taxes 
grid appears. 



Blackbaud provides 
defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


3. Click the New Tax button. The Add New State Tax Settings screen 
appears. 



4. Select the state for which you want to add new tax settings from the 
drop-down list. 
























^68^ Chapter 4 


Much of the default 
"C*/ information on this 
screen is taken from the 
Circular E; however, this 
information can be changed. 


at® If the state for which 
you are adding a tax 
does not withhold state 
taxes, you will not have the 
following fields: State 
short tax description, State 
W/H acct, Supplemental 
W/H rate, Daily 
Annualization factor, and 
Round state income tax. 


5. Click OK. The New <State> state tax screen appears for the state you 
have selected. 



6. Enter an effective date in the Settings are effective as of field. This is the 
date that the specified settings take effect. The effective date default is 
one year from the most recent state tax. 

7. Enter a State ID number. 

8. Enter a State short description. This describes state tax withholding 
amounts on payroll calculations and prints as the description for state 
withholding on the employee’s paycheck. 

9. Enter the State W/H acct. This identifies the general ledger account to 
which employee state income tax withholdings posts. If you do not have 
General Ledger, this field is a text field; however, you can still enter a 
general ledger account number in which to post employee state income 
tax withholdings. 

10. Enter the Supplemental W/H rate. The percentage you enter here is the 
supplemental withholding rate. When designated on an other pay record, 
this rate is used to calculate state income tax withholding on the other 
pay. 

























Configuration 



11. Enter the Daily annualization factor. This number “annualizes” an 
employee’s earnings when they are paid with a daily frequency. 

12. If you want to Round state income tax withholding to the nearest 
whole dollar, mark the checkbox. 

13. Mark the W/H Status option. 



You can now view the withholding status descriptions for the state. 

14. Mark the Tax table option. In the Tax table for drop-down list, choose a 
withholding status to edit. 


r 

<? 

r 

r 


W/H Status 
(Tax tabid 

D eductions/exemptions 
SUTA 


0 exemptions 

~3 


Wage Over 

Rate M 


$0.00 

2.0000—] 


$2,000.00 

3.0000 


$4,000.00 

4.0000 


$6,000.00 

5.0000 


$8,000.00 

6.0000 


$10,000.00 

7.0000 . 

-U 


Blackbaud provides 
defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


The W/H Status 
option only appears for 
states that withhold income 
taxes. 


Enter the Wage Over and Rate amounts for each withholding status. 
15. Mark the Tax rates option. 



The Wage Over 
^ amounts must be 
entered in ascending order. 


Choose a withholding status code from the Tax rates drop-down list. All 
withholding statuses for this state are listed. You can alter the Settings for 
each Category. 


£ 


The Tax rates option 
only appears for certain 
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Much of the default 
"C*/ information on this 
screen is taken from the 
Circular E; however, this 
information can be changed. 


4 


Each state has different 
exemptions. 


16. Mark the Tax credits option. 



Choose a withholding status from the Tax credits drop-down list. All 
withholding statuses for the state are listed. In the grid you can edit the 
Wage Over amounts in ascending order and the Credit rate. 

17. Mark the Deductions/exemptions option. 



In the Deductions for drop-down list, select an exemption from the 
drop-down list. You can edit the Settings for each Category. 

For Connecticut, the deductions grid looks like this: 



In this case, select a withholding status from the Deductions for 
drop-down list and edit the Wage Over and Exemption information for 
the selected withholding status. 







































Configuration 


18. Mark the SUTA option. 



You can edit the Settings for each Category listed in the grid. Certain 
states have options for Employer and Employee SUTA contributions. In 
this case, mark the appropriate option and fill in the grid for each. 

19. Mark the SDI option. 



Complete the grid with the Setting for each Category. 

If you are adding a tax for New Jersey or Puerto Rico, you are required to 
enter the SDI information for employers and employees. In this case, 
mark the Employer and Employee options and fill the grid with the 
Setting for each Category. 

20. Mark the Family Exemptions option. 



aqg You must enter the 
^ SUTA rate as a 
percentage. Please note that 
the percentage sign does not 
appear in the field. Do not 
convert the percentage to a 
decimal. 


SK Blackbaud provides 
defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verily tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


You can now view the Code and Family Exemption Description for the 
states family exemptions. 
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21. Mark the MSC option. 



Complete the grid with the appropriate Setting for each Category. 
22. Mark the UHIC option. 



r\ Different states have 
different tax settings so 
the screens you see here may 
vary slightly, depending on 
the state for which you are 
adding a tax. 


Complete the grid with the proper Setting for each Category. 
23. Mark the Worker’s comp option. 


1 c W/H Status 

C Tax table 

C D eductions/exemptions 

naw 

Category | Settings 

I Worker's comp, short description 

C SUTA 

(• .Worker's comp 

Rate per hour worked $0.02 

Liability account 

I Expense account 


[worker's comp, identification number 




Enter the correct Setting for each Category. 





























Configuration 


24. Mark the Industrial Insurance option. 


C SUTA 



<• industrial insurance 


1 '"74"" 1 1 E "£r 1 tr 1 






«JJ Jj 


Complete the grid by entering an Insurance code, Description, 
Employee rate, Wage limit, Withholding account, Employer rate, 
Liability account, and Expense account. 

25. From the File menu, click Save and Close. The program returns you to 
the Tax Tables tab. The Tax Tables grid now lists the Effective Date, 
State ID, and Tax Description for the state tax settings you just created. 

^ Editing a state tax 

1. From Configuration , select the Tax Tables tab. 

2. In the Tax Categories frame, mark the State taxes option. 

3. Highlight the tax you want to edit and click Open Tax. The Edit <State> 
state tax screen appears. 


33£ Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 
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SK You cannot delete a 
state tax if it is in use 
on an employee record or if 
a local tax exists for that 
state. 


4. Make any necessary changes. 

5. To save your changes, select File, Save. 

^ Deleting a state tax 

You cannot delete a state tax if it is not in use on an employee record or if a 
local tax exists for the state. 

1. From Configuration, select the Tax Tables tab. 

2. In the Tax Categories frame, mark the State taxes option. 

3. Highlight the tax you want to delete and click Delete Tax. A con fir mation 
screen appears. 

4. Click Yes. 


Local taxes 


Depending on the 
options you choose, 
such as state selected, these 
screens may vary slightly. 


g You must have a state 
tax set up before you 
can add a local tax for that 
state. 


Payroll allows you to add an unlimited number of local taxes for a state. Each 
local tax must have a unique ID within each state. This means that you can not 
have two local tax ID’s called “CHAS CTY” for the state of South Carolina, but 
you can have a Local Tax ID “CHAS CTY” in both South Carolina and in West 
Virginia. There are three ways to create a local tax - by using the Local Tax 
Wizard, by copy the new tax from another local tax, and by selecting Save and 
New from an existing local tax. 

^ Adding a new local tax via wizard 

1. From Configuration, access the Tax tables tab. 


2. In the Tax Categories frame, mark the Local taxes option. The local 
taxes grid appears. 


















Configuration 


3. Click the New Tax button and choose Configure via Wizard. Step 1 of 
the Configure a New Local Tax screen appears. 



4. Select the state for which you want to add new tax settings from the 
drop-down list. 

The states listed are the states for which you have defined state taxes on 
the Tax Tables tab. The state tax must be set up before you can add a local 
tax. 

5. Click Next. Step 2 of the Configure a New Local Tax screen appears. 



6. On this screen, decide Who is subject to this local tax by marking the 
appropriate options. You can choose from The employee only, The 
employer only, or Both the employee and the employer. 

7. If you want the tax to vary depending on state withholding status or 
employee residency, mark the appropriate checkboxes. 


3R£ Blackbaud provides 
defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


You can click Cancel 
at any time to exit the 
Wizard. 
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r& Depending on the 
options you choose, 
such as the state selected, 
these screens may vary 
slightly. 


at® If the Tax varies 
based on employee’s 
residency checkbox is 
marked in Step 2, there is a 
drop-down list for Resident 
and Non-resident in Step 3. 


3R£ Blackbaud provides 
defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


If the state for which you are creating a local tax does not withhold state 
taxes, the Tax varies based on state withholding status checkbox is not 
available. 

The Tax varies based on employee residency checkbox is unavailable if 
you mark the The employer only checkbox. 

8. Click Next. Step 3 of the Configure a New Local Tax screen appears. This 
screen varies depending on the options you chose in Step 2. 



9. Select the Tax type for each party from the drop-down list(s). 

10. Mark The local tax has a supplemental rate checkbox if you want a 
supplemental rate added to the local tax setting. 

11. Click Next. Step 4 of the Configure a New Local Tax screen appears. 



The final screen displays a summary of the new local tax settings you 
have chosen. 
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12. Click Create Local Tax. The Add new <state> local tax screen appears. 



13. Enter an effective date in the Settings are effective as of field. The state 
for which you are creating the local tax is displayed to the right of this 
field. 

14. Enter a Local tax ID number, Short description, and Long description. 

If the local tax long description is entered and the local tax short 
description is left blank, the short description defaults to the first 10 
characters of the long description when you save. 

If the local tax short description is entered and the local tax long 
description is left blank, the short description defaults to the local tax 
short description when you save. 

Employee Tax Tab (Resident Tax Tab/Non-Resident Tax Tab) 

If you marked the Tax varies based on employee residency option in 
Step 2 of the Local Tax Wizard your employee information is broken out 
into two tabs: Resident and Non-resident. Each tab looks like the 
employee tab, but allows you to set different options for residents and 
non-residents. 


33S You can also click 
Back to edit your 
options before creating the 
local tax. 


/~& You may or may not 
have each of these tabs 
appear on your screen 
depending on the options 
you marked when using the 
Local Tax Wizard. 


r\ You may or may not 
have each of these tabs 
appear on your screen, 
depending on the options 
you marked when using the 
Local Tax Wizard. 
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Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


You may or may not 
have each of these tabs 
appear on your screen, 
depending on the options 
you marked when using the 
Local Tax Wizard. 


If you are adding a local tax that affects the employee (regardless of 
residency) and the employer, you will have two tabs: Employee Tax and 
Employer Tax. 

You may or may not have each of these tabs appear on your screen depending 
on the options you marked when using the Local Tax Wizard. 



1. Mark the Tax table option. If available, select a withholding status from 
the Tax table drop-down list. In the grid you can edit the Wage Over, 
Exclusion, and Rate information for the selected withholding status. 
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2. Mark the Tax rate option. 



You can change the Settings for the Category. 

If the state for which you are adding the local tax has a withholding status 
and you elected to vary the local tax based on withholding status in step 2 
of the local tax wizard, the Tax rate has a drop-down list. You should 
choose a withholding status code from the Tax rate drop-down list. All 
withholding statuses for this state are listed. 

Depending on the options you chose in Step 3 of the local tax wizard, the 
following grid may appear when you select the Tax rate option. 


Tax rate 

C Deduct/exemptions 
C Miscellaneous 




Wage Over | Exclusion | Rate | 

_ 

1 


Enter the proper Wage Over, Exclusion, and Rate amounts in the grid. 
3. Mark the Deduct/exemptions option. 


C Tax rate 

<♦ Oeduct/exemptioris 

C Miscellaneous 

Deductions: 



Category Hll Settings || 


Standard deduction 



Amount per exemption 
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You can alter the grid information for the selected withholding status. 

If the state has multiple withholding statuses, the Deductions field 
appears as a drop-down list. Select a withholding status from the 
Deductions drop-down list and change any necessary information. 

4. Mark the Miscellaneous option. 



Blackbaud provides 
defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


Enter the Withholding account you want to use. If you have General 
Ledger, you can click H to select the account from the Search for an 
Account screen. The Supplemental tax rate field appears only if you 
marked The local tax has a supplemental rate checkbox in Step 3 of the 
Local tax Wizard. 


Employer tab 
































Configuration 


1. For each Category listed, enter the correct Settings. The categories 
include Employer tax rate, Employer liability account, Employer 
expense account, and Include amount in W2 Box 14. 

2. Click Save and Close. The program returns you to the Tax Tables tab. 


^ Adding a new local tax by copying from another local tax 


1. From Configuration , access the Tax Tables tab. 

2. In the Tax Categories frame, mark the Local taxes option. The local 
taxes grid appears. 



3. Click the New Tax button and select Copy from another local tax 
option. The Copy from Another Local Tax screen appears. 


Copy fiom Another Local Ta> 


Charleston School District Tax 


a 


| Effective date 

01/01/1999 


J 


£K| |i Cancel ]| 


±J 
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Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


Y ou may or may not 
have each of these tabs 
appear on your screen. 


4. Highlight the local tax from which you want to copy. 

5. Click OK. The Add new <State> local tax settings screen appears. 



6. Enter an effective date in the Settings are effective as of field. The state 
for which you are creating the local tax is displayed to the right of this 
field. 

7. Enter a Local Tax ID number, Short description, and Long 
description. 

If the local tax long description is entered and the local tax short 
description is left blank, the short description defaults to the first 10 
characters of the long description when you save. 

If the local tax short description is entered and the local tax long 
description is left blank, the short description defaults to the local tax 
short description when you save. 

Employee Tax Tab (Resident Tax Tab/Non-Resident Tax Tab) 

If you do not have an Employee tab, the employee tax in form a tion is 
broken out into two tabs: Resident and Non-resident. Each tab looks like 
the employee tab, but allows you to set different options for residents and 
non-residents. 

























Configuration 


If you are adding a local tax that affects the employee (regardless of 
residency) and the employer, you will have two tabs: Employee Tax and 
Employer Tax. 



1. Mark the Tax table option. If available, select a withholding status from 
the Tax table drop-down list. In the grid you can edit the Wage Over, 
Exclusion, and Rate information for the selected withholding status. 
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2. Mark the Tax rate option. 


<? 

r 

r 


T ax (ate 

Deduct/exemptions 

Miscellaneous 




Category 

Settings 


(tax Rate 

6.200 


SK Blackbaud provides 
** defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


You can change the Settings for the Category. 

The Tax rate may have a drop-down list. If so, you should choose a 
withholding status code from the Tax rates drop-down list. All 
withholding statuses for this state are listed. 

The following grid may appear when you select the Tax rate option, 
depending on the local tax from which you are copying. 

(• Tax rale 
C Deduct/exemptions 
Miscellaneous 



Enter the proper Wage Over, Exclusion, and Rate amounts in the grid. 
3. Mark the Deduct/exemptions option. 



You can alter the grid information for the selected withholding status. 

































Configuration 


If the state has multiple withholding statuses, the Deductions field 
appears as a drop-down list. Select a withholding status from the 
Deductions drop-down list and change any necessary information. 

4. Mark the Miscellaneous option. 



Enter the Withholding account you want to use. If you have General 
Ledger, you can click ss to select the account from the Search for an 
Account screen. 


Employer tab 



1. For each Category listed, enter the correct Settings. The categories 
include Employer tax rate, Employer liability account, Employer 
expense account, and Include amount in W2 Box 14. 

2. Click Save and Close. The program returns you to the Tax Tables tab. 
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3^2 Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


^ Adding a new local tax from an existing local tax 

1. From Configuration , access the Tax Tables tab. 

2. In the Tax Categories frame, mark the Local taxes option. The local 
taxes grid appears. 



3. Open the existing local tax from which you want to base your new local 
tax. 

4. Select File, Save, Save and New. The Add new <State> local tax settings 
screen appears with the information from the previous tax filled. 

5. From here you can alter any settings necessary to create your new tax. 

^ Editing a local tax 

1. From Configuration, select the Tax Tables tab. 

2. In the Tax Categories frame, mark the Local taxes option. 















Configuration 


3. Highlight the tax you want to edit and click Open Tax. The Edit <State> 
local tax settings screen appears. 



4. Make any necessary changes. 

5. To save your changes, select File, Save. 

^ Deleting a local tax 

You can only delete a local tax if it is not in use on an employee record. 

1. From Configuration , select the Tax Tables tab. 

2. In the Tax Categories frame, mark the Local taxes option. 

3. Highlight the tax you want to delete and click Delete Tax. A confirmation 
screen appears. 

4. Click Yes. 
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Shifts 


This tab allows you to further customize Payroll by adding your own shift 
differentials. For example, you can create a Holiday pay differential rate of $3.00 
and define which days your company considers holidays. Payroll knows to use 
this differential when calculating pay for all employees who work on company 
holidays. You can also base your shift differential rate on a percentage of base 
pay. For example, 2nd shift could be paid 6% more than base pay and 3rd shift 
could be paid 10% of base pay. 



From the Shifts tab you can: 


• Add shifts • Edit shifts 

• Delete shifts 


^ Adding a new day/time shift 

1. From Configuration , select the Shifts tab. 


















Configuration 


2. Click New Shift. The Add a New Shift Differential screen appears. 



3. Enter a Shift ID and Description. 

4. Enter a Differential rate. You can make this rate a flat Amount or a 
Percent of hourly rate by marking the appropriate option. 

5. In the Differential basis field, select day/time from the drop-down list. 
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6. Next you need to decide the time of day and the specific days that shift 
differentials should be applied. Your day/time options are All times, 
Specific Times, All Days, and Specific days. If you choose either 
Specific Times or Specific days, you will need to specify the time range 
and the days of the week that you want applied. 

7. Click OK when you are finished. The Shifts tab reappears with your new 
shift information entered. 

^ Adding a new specific dates shift 

1. From Configuration , select the Shifts tab. 

2. Click New Shift. The Add a New Shift Differential screen appears. 



3. Enter a Shift ID and Description. 

4. Enter a Differential rate. You can make this rate a flat Amount or a 
Percent of an hourly rate by marking the appropriate option. 


















Configuration 


5. In the Differential basis field, select specific dates (mm/dd) from the 
drop-down list. 



6. In the Dates frame, enter the Date and Reason for each shift differential. 

7. Click OK when you are finished. The Shifts tab reappears with your new 
shift information. 

^ Editing a shift 

1. From Configuration, highlight the shift you want to edit and click Open. 
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2. The Edit a Shift Differential screen appears. 



3. Make any necessary changes. 

4. To save the changes, click OK. The program returns you to the Shift tab. 

^ Deleting a shift 

You can only delete a shift if it is not in use on a record. 

1. From Configuration , access the Shifts tab. 

2. Highlight the shift you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click OK. 

Other Pays 

This tab allows you to define and maintain specifics for pay categories other than 
salary, hourly, overtime, or special pay wages. Other Pay can include bonuses, 
stipends, and coaching. Each other pay record stores the information necessary to 
determine the applicable taxes for that pay category. It also indicates which box 
on the W-2 form should be affected, if any, by this type of pay. You also have the 
option of creating other pays that are not compensated with cash. This is helpful if 
your organization allows employees to have a company car. 






















Configuration 


If your organization pays employees for additional services like coaching a 
basketball team or catering a function, you would want to create an other pay. In 
the case of the basketball coach, you create an other pay called “Basketball” with 
a description of “Coaching” and then enter all of the relevant tax and distribution 
information. You then add the other pay to the employee’s record so that this 
other pay is included in the employee’s regular paycheck. 



; Unlimited other pays 
r and other pays with 


specific payroll cycles can 
be purged even if they are 
not fully generated. You 
should set up these other 
pays in Configuration with; 
separate code in order to 
query and search for them 
before you purge other pay 
information. 


From the Other Pays tab you can: 

• Add an other pay • Edit an other pay 

• Delete an other pay 

^ Adding a new other pay 

1. From Configuration, select the Other Pays tab. 




















2. Click New Other Pays. The Add an Other Pay screen appears with the 
General tab on top. 



General tab 

1. Enter the Other Pay ID and Description. The description you enter will 
appear on checks and reports. 

2. Mark the Non-cash compensation checkbox if this other pay is not 
monetary. 

If you mark the checkbox, the system prompts you for a debit and credit 
account number on the Account Distributions tab. If you want the system 
to cancel out the General Ledger transactions, place the same account 
numbers in the debit and credit fields. A non-cash compensation item will 
not be included in gross pay but will be taxed as indicated by the 
responses in the Tax Payable area. 

3. Next you should define the taxes associated with this other pay. 

4. Mark the Federal taxes option. 



5. In the Federal income tax field, decide if wages for this other pay are 
subject to federal income tax by selecting a withholding status from the 
drop-down list. 

6. In the Social Security tax field, decide if wages for this other pay are 
subject to Social Security tax by selecting a withholding status from the 
drop-down list. 
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7. In the Medicare tax field, decide if wages for this other pay are subject to 
Medicare tax by selecting a withholding status from the drop-down list. 

8. In the FUTA field, decide if wages for this other pay are subject to FUTA 
tax by selecting a withholding status from the drop-down list. 

9. Mark the Include on line 2 of federal 941 form checkbox if you want to 
exclude the other pay from the total wages line of the Employer’s 
Quarterly Tax Return. 

10. Mark the State taxes option. 


Stale income tax: | Withhold tax 3 

SUTA: | Earnings are subject to SUTA 3 

SDI: | Earnings are subject to SDI 


11. In the State income tax field, decide if wages for this other pay are 
subject to state income tax by selecting a withholding status from the 
drop-down list. 

12. In the SUTA field, decide if wages for this other pay are subject to SUTA 
tax by selecting a withholding status from the drop-down list. 

13. In the SDI field, decide if wages for this other pay are subject to Social 
Security tax by selecting a withholding status from the drop-down list. 

14. Mark the Local taxes option. 


G Federal taxes 

For this other pay, | 


G State taxes 



G [Local taxes 



G W-2 Boxes 




15. Decide if wages for this other pay are subject to any local taxes by 
selecting a withholding status from the drop-down lists. If you select the 
specify settings for each local tax option, a grid appears below the 
drop-down list and you must select the local taxes you want applied to the 
other pay. 

16. Mark the W-2 Boxes option. 


W Include amounts earned for this other pay in | Box 11 T| 
Please identify the code to use in box 11: 

Code: ^ 


G Federal taxes 
G State taxes 
G Local taxes 
G W-2 Boxes 


G Federal taxes 
G (State taxes 
G Local taxes 
G W-2 Boxes 


On the Federal Tax 
option, marking the 
Include on line 2 of federal 
941 form checkbox 
determines whether the 
other pay is included in the 
Total Wages Subject to 
Withholding line of the 
Employer’s Quarterly Tax 
Return. 
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If you marked the 
^ Non-cash 
compensation box, you 
have the option to create 
debit and credit account 
distribution; otherwise, you 
only need to define a debit 
account (detailed in 
steps 1-6). 


/% If you have the 
optional module 
Projects, Grants, and 
Endowments installed, you 
will have a Project or 
Project Description 
column. 


/^You can click the Load 
NJifl Distribution button if 
you have previously defined 
distributions that you want 
to apply to your new 
distribution. 


17. Mark the checkbox if you want to Include amounts earned for this 
other pay in boxes 9, 10, 11, 12, or 14 of a W-2 form. If you choose Box 
11 or Box 12, an additional section appears. You must choose the code 
that should appear in the box. 

18. Select the Account Distribution tab. 

Account Distribution tab 



1. Click the Debit accounts (Earnings expense) option or the Credit 
accounts option. The steps and fields are the same for both options. 

If this other pay is a not a non-cash compensation, you will not have a 
debit and credit option from which to choose; the information you enter in 
the grid refers to debit accounts. The credit option is available only if you 
marked the Non-cash compensation box on the General tab. 

2. Enter the Account Number. You can search for the account by clicking in 
the field and then clicking H- The Account Description automatically 
appears when you enter an account number. 

3. Enter the Percent expensed to this account. 

4. Select the Department expensed. 

5. If appropriate, enter the Project associated with the account. The Project 
Description automatically displays once a project is defined. 

In order to distribute funds residing in the same account between multiple 
projects, enter the account number and click Projects. From the Edit 
Project Distribution screen you can enter as many projects you want 
under one account. 

6. Finish completing the grid so that the amount is distributed 100 percent. 
You can distribute 100 percent evenly over the selected accounts by 
clicking Distribute Evenly. Any remainder is automatically added to the 
last account number. 

7. Click the Notes tab. 
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Notes tab 



1. Add any additional notes or comments associated with the other pay. 

2. Click Save. You are returned to the Other Pays tab. 

^ Editing an other pay 

1. From Configuration, highlight the other pay you want to edit and click 

Open. 

2. The Edit an Other Pay screen appears. 



3. Make any necessary changes. 

4. Click OK. The changes have been saved. 

^ Deleting an other pay 

You can only delete an other pay if it is not in use on a record. 

1. From Configuration, highlight the other pay you want to delete. 

2. Click Delete. A confirmation message appears. 

3. Click Yes. The other pay is deleted. 


r& You can change other 
pays at any time; 
however, any calculations or 
checks already existing 
when you change the code 
will not be affected. The 
changes affect only future 
calculations. 


3^5 You can only delete an 
other pay if there is no 
activity associated with that 
code. 
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Reductions/Deductions 


If a rate or amount field 
i s i e ft blank, Payroll 
assumes the values of the 
field is zero. Required fields 
cannot be left blank. 


The Red/Deds tab allows you to define reductions and deductions that can appear 
on an employee’s paycheck. This can include items such as health ins urance and 
401(k) deductions. Each reduction/deduction record stores the information 
necessary to determine whether the reduction/deduction is taken before or after 
taxes. Once you have defined a code, you can add it to an employee’s record with 
the amount and type of reduction/deduction (equal amounts per period, percent of 
gross, etc.). 



From the Reductions/Deductions tab you can: 


• Add reductions/deductions • Edit reductions/deductions 

• Delete 

reductions/deductions 

^ Adding a new reductions/deduction 

1. From Configuration , select the Red/Deds tab. 

2. Click New Red/Ded. The Add a New Reduction/Deduction screen 
appears with the General tab on top. 















Configuration 


General tab 



1. Enter the Red/Ded ID and Description. This description will appear on 
pay stubs and reports. 

2. Check the Flexible Spending Plan checkbox if this reduction/deduction 
is used for a Flexible Spending Plan (FSP). Once this checkbox is marked 
and the reduction/deduction code is in use on a record, the checkbox 
cannot be cleared unless the reduction/deduction is removed from all 
employees. 

Next you should define the taxes associated with this 
reduction/deduction. 

3. Mark the Federal taxes option. 


(♦ Federal taxes 

Federal income tax: [Reduce gross subject to federal withholding 

3 

C State taxes 

Social Security tax: | Do not reduce gross subject to Social Security 

~3 

C Local taxes 

Medicare tax: | Do not reduce gross subject to Medicare 

d 

FUTA: | Do not reduce gross subject to FUTA 

d 


W Reduce line 2 of federal 941 form 



4. In the Federal income tax field, decide if wages withheld for this 
reduction/deduction should reduce the employee’s total wages that are 
subject to federal income tax. Select either Do not reduce gross subject 
to federal withholding or Reduce gross subject to federal withholding 
from the drop-down list. 

5. In the Social Security tax field, decide if wages withheld for this 
reduction/deduction should reduce the employee’s total wages that are 
subject to Social Security tax. Select either Do not reduce gross subject 
to Social Security or Reduce gross subject to Social Security from the 
drop-down list. 

6. In the Medicare tax field, decide if wages withheld for this 
reduction/deduction should reduce the employee’s total wages that are 
subject to Medicare tax. Select either Do not reduce gross subject to 
Medicare tax or Reduce gross subject to Medicare tax from the 
drop-down list. 


For more information 
about flexible spending 
plans, see the Flexible 
Spending Plan 
Disbursements chapter in 
this guide. 
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7. In the FUTA field, decide if wages withheld for this reduction/deduction 
should reduce the employee’s total wages that are subject to FUTA. Select 
either Do not reduce gross subject to FUTA or Reduce gross subject to 
FUTA from the drop-down list. 

8. Mark the Reduce line 2 of federal 941 form checkbox if you want to 
exclude the reduction/deduction from the total wages line of the 
Employer’s Quarterly Tax Return. 

9. Mark the State taxes option. 





C Federal taxes 

State income tax: [Reduce gross subject to state withholding 

911 

<• (State taxed 

SUTA: [Reduce gross subject to SUTA 

"31 u 

C Local taxes 

SDI: | Do not reduce gross subject to SDI 

id:. 

C W-2 Boxes 


10. In the State income tax field, decide if you want to reduce the 
reduction/deduction from the Employee’s gross wages. Select either Do 

not reduce gross subject to state withholding or Reduce gross subject 
to state withholding from the drop-down list. 

11. In the SUTA field, decide if you want to reduce the reduction/deduction 
from the Employee’s gross wages. Select either Do not reduce gross 
subject to SUTA or Reduce gross subject to SUTA from the drop-down 
list. 

12. In the SDI field, decide if you want to reduce the reduction/deduction 
from the employee’s gross wages. Select either Do not reduce gross 
subject to SDI or Reduce gross subject to SDI the from the drop-down 
list. 

13. Mark the Local taxes option. 

Federal taxes For this reductioiVdeduction, | do not reduce gross for any local taxes ^j 

C State taxes 
<• (Local taxed 
r W-2 Boxes 


14. Decide if you want to reduce the employee’s gross wages for any local 
taxes associated with the reduction/deduction. 

15. Mark the W-2 Boxes option. 


C Federal taxes 

[✓ Include amounts withheld for this reduction/deduction in 

d 

C State taxes 

C Local taxes 

W-2 Boxes 


Box 10 

Box 13 
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16. Mark the checkbox if you want to Include amounts withheld for this 
reduction/deduction in Box 10, Box 12, or Box 14 of a W-2 form. If you 
select Box 12, you must select the code that should appear in the box. 

17. Select the Account Distribution tab. 


Account Distribution tab 


File Edit View Reduction/Deduction Help 
Q Save» H < > H f 


General [Recount Distribution ]| Notes | 
Credit accounts: 


| Account Number | Account Description | Percent | Department | 


Load Distribution... | Distribute Evenly| DeleteAll... | 


Total: 100.000% 
Distributed: 0.000% 

Remaining: 100.000% 


1. In the Credit Accounts grid, enter the credit account number. You can 
search for the account by clicking in the field and then clicking [ft]. The 
Account Description automatically appears when you enter an account 
number. 

2. Enter the Percent expensed to this account. 

3. Select the Department credited. 

4. If appropriate, enter the Project associated with the account. The Project 
Description automatically displays once a project is defined. 

In order to distribute funds residing in the same account between multiple 
projects, enter the account number and click Projects. From the Edit 
Project Distribution screen you can enter as many projects you want 
under one account. 

5. Finish completing the grid so that the amount is distributed 100 percent. 
You can distribute 100 percent evenly over the established accounts by 
clicking Distribute Evenly. Any remainder is automatically added to the 
last account number. 

6. Select the Notes tab. 


If you have the option 
module Projects, 
Grants, and Endowments 
installed, you will have a 

Project and Project 
Description column. 


0 You can click the Load 
Distribution button if 
you have previously defined 
distributions that you want 
to apply to your new 
distribution. 
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Notes tab 



r& You can change 
<v ^ reduction/deductionsat 
any time, however any 
calculations or checks 
already existing when you 
change the code are not 
affected. The changes affect 
only future calculations. 


3RS You can only delete a 
^ reduction/deduction 
code if there is no activity 
associated with that code. 


1. Add any additional notes or comments associated with the 
reduction/deduction. 

2. Click Save. 

^ Editing a reductions/deductions 

1. From Configuration, highlight the reduction/deduction you want to edit 
and click Open. 

2. The Edit a Reduction/Deduction screen appears. 



3. Make any necessary changes. 

4. Click OK. The program saves your changes and returns you to the 
Red/Ded tab. 

P Deleting a reductions/deduction 

You can only delete a reduction/deduction if it is not in use on any record. 

1. From Configuration, highlight the reduction/deduction you want to 
delete. 


2. Click Delete. A confirmation message appears. 
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3. Click Yes. The reduction/deduction is deleted. 

Departments 

Adding departments allows you to define distributions and tax expenses based on 
department. The department record has three tabs: Department, Account 
Distribution, and Tax Expenses. The Tax Expenses tab only appears if you have 
turned on the Split tax expense by departments options. The Split tax expense 
by departments options are located on the Preferences tab of Configuration and 
can be accessed by selecting the System Preferences option, then the 
Miscellaneous option. 



From the Departments tab you can: 


• Add departments • Edit departments 

• Delete departments 


^ Adding a department 

1. From Configuration, select the Departments tab. 
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y~& The Project and 
Project Description 

columns only appear if you 
have the option module 
Projects, Grants, and 
Endowments installed. 


2. Click New Department. The Add a New Department screen appears with 
the Department tab on top. 



3. Enter a Dept. ID. This field is required and the entry should be unique. 

4. Enter a Description of the department. 

5. In the Supervisor field, enter the name of the supervisor for the 
department you are creating. 

6. In the Notes box you can enter additional information about the 
department. 

7. Select the Account Distribution tab. 



8. In the Debit accounts grid, enter the Account Number of the debit 
account. You can search for the account by clicking in the field and then 
clicking H- The Account Description automatically appears when you 
enter an account number. 

9. Enter the Percent expensed to this account. 

10. Select the Department associated with this debit. 

11. If appropriate, enter the Project associated with the account. The Project 
Description automatically displays once a project is defined. 
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In order to distribute funds residing in the same account, between 
multiple projects, enter the account number and click Projects. From the 
Edit Project Distribution screen you can enter as many projects you want 
under one account. 

12. Finish completing the grid so that the amount is distributed 100 percent. 
You can distribute 100 percent evenly over the established accounts by 
clicking Distribute Evenly. Any remainder is automatically added to the 
last account number. 

13. Enter any comments in the Comment colu mn . 

14. Click the Tax Expenses tab. 



15. Enter an Account No. and Account Description for each Tax Type listed. 

Only split options marked appear in the grid. You cannot add a tax type 
here. 

16. When you are finished, click Save. 

^ Editing a department 

1. From Configuration, select the Departments tab. 

2. Highlight the department you want to edit. 


e You can click the Load 
Distribution button if 
you have a previously 
defined distribution that you 
want to apply to your new 
distribution. 


The Tax Expenses tab 
only appears if the 
Split tax expense by 
departments options are 
marked. These options are 
located on the Preferences 
tab and can be accessed by 
selecting the System 
Preferences option, then the 
Miscellaneous option. 
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3. Click Open. The Edit a Department screen appears. 



4. Make any necessary changes. 

5. Click Save. 

^ Deleting a department 

You can only delete a department if it is not in use on a record. 

1. From Configuration, select the Departments tab. 

2. Highlight the department you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click Yes. The department is deleted. 
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Distributions 


The next step in establishing payroll procedures is to set up account distributions. 
Distributions are used to determine how money is divided between accounts. 
Once you establish a distribution you can use it as a template for other 
distributions by clicking the Load Distribution button on any Distribution and 
Account Distribution tabs. 


rA For more information 
on loading 

distributions, see page 108. 



From the Distributions tab you can: 

• Add an account • Edit an account distribution 

distribution 

• Delete an account • Add a project distribution 

distribution 

• Edit a project distribution • Delete a project 

distribution 


^ Adding a new account distribution 

1. From Configuration , select the Distributions tab. 
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/-& If you have the option 
module Projects, 
Grants, and Endowments 
installed, you will have a 

Project and Project 
Description column. 


0 You can click the Load 
Distribution button if 
you have previously defined 
distributions that you want 
to apply to your new 
distribution. 


Depending on where 
you are in the program, 
this screen varies. For 
example, if you are loading 
a project distribution, this 
screen is titled Load Project 
Distribution. 


2. Click New Distribution. The Add a New Account Distribution screen 
appears. 



3. Enter the Distribution name. 

4. Enter the Account Number of the debit account. You can search for the 
account by clicking in the field and then clicking H- The Account 
Description automatically appears when you enter an account number. 

5. Enter the Percent expensed to this account. 

6. Select the Department expensed. 

7. If appropriate, enter the Project associated with the account. The Project 
Description automatically appears once a project is defined. 

In order to distribute funds residing in the same account between multiple 
projects, enter the account number and click Projects. From the Edit 
Project Distribution screen you can enter as many projects you want 
under one account. 

8. The total distribution must equal 100 percent. You can distribute 100 
percent evenly over the established accounts by clicking Distribute 
Evenly. Any remainder is automatically added to the last account number. 

9. Click OK. The program saves the distribution and returns you to the 
Distribution tab. 

^ Loading a distribution 

You can click the Load Distribution button if you have previously defined 
distributions that you want to apply to your new distribution. 
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1. From the Add a New Account Distribution tab, click Load Distribution. 
The Load Account Distribution screen appears. 



2. Choose to load the distribution from a Department or a Distribution by 
marking the appropriate option. 

3. Highlight the distribution you want to use. 

4. Click Select. The account distribution screen reappears. 

^ Adding a project distribution 

In order to distribute funds residing in the same account between multiple 
projects, enter the account number and click Projects. From the Edit Project 
Distribution screen you can enter as many projects you want under one 
account. 

1. From the Add a New Account Distribution screen, click Projects. The 
Edit Project Distribution screen appears. 



2. Enter the Project associated with the account. You can search for the 
project by clicking in the field and then clicking [ 04 ]. The Project 
Description automatically appears when you enter an project. 

3. In the Percent column, enter the amount that should be distributed to the 
project. 

'P* Editing a project distribution 

1. From Distributions tab, highlight the distribution you want to edit. Click 
Open from the toolbar. The Edit a Project Distribution screen appears. 

2. Make the necessary changes. 


If you have the option 
module Projects, 
Grants, and Endowments 
installed, you will have a 
Project button. 
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3. Click OK. 

^ Deleting a project distribution 

You can only delete a project distribution if it is not in use on any records. 

1. From Configuration, access the Distributions tab. 

2. Highlight the distribution you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click Yes to delete. 

^ Editing an account distribution 

1. From Distributions tab, highlight the distribution you want to edit. Click 
Open from the toolbar. The Edit an Account Distribution screen appears. 



2. Make the necessary changes. 

3. Click OK. 

^ Deleting an account distribution 

You can only delete a account distribution if it is not in use on any records. 

1. From Configuration , access the Distributions tab. 

2. Highlight the distribution you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click Yes to delete. 
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Schedules 


The Schedules tab allows you to establish schedules that can be used in 
conjunction with other pays and reductions/deductions. This can be helpful if you 
have a reduction/deduction that affects an employee’s wages every pay period. 



You are able to view a list of schedules that have been defined. The Schedule 
Name, Start Date, End Date, and who the schedule was Created By displays for 
each schedule defined. 

From the Schedules tab you can: 

• Add a schedule • Edit a schedule 

• Delete a schedule 


^ Adding a schedule 

1. From Configuration, select the Schedules tab. 
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2. Click New Schedule from the toolbar. The Add a New Schedule screen 
appears. 



3. In the Schedule name field enter the name of the new schedule. 

4. Enter the beginning date of the schedule in the Date column. 

5. Use the Tab key to add more dates to the Date column. The dates you 
enter here determine the schedule. These dates appear on the Schedule tab 
when you add a reduction/deduction or an other pay to an employee. 

6. In the Sort Order frame, choose to view the dates in Ascending or 
Descending order. 

7. Click OK to save the schedule. 

^ Editing a schedule 

1. From Configuration, access the Schedules tab. 

2. Highlight the schedule you want to edit and click Open. The Edit a 
Schedule screen appears. 
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3. Make the necessary changes. 

4. Click OK. The changes are saved and you are returned to the Schedules 
tab. 

^ Deleting a schedule 

You can only delete a schedule if it is not in use on any records. 

1. From Configuration, access the Schedules tab. 

2. Highlight the schedule you want to delete. 

3. Click Delete. A con fir m a tion message appears. 

4. Click Yes to delete. 

Attendance Types 

The Attendance Type tab allows you to add the various types of attendance your 
organization grants to employees such as sick time, vacation, holidays, or 
maternity leave. The attendance types you create here appear on the Attendance 
Plans tab. 



From the Attendance Types tab you can: 


Add attendance types 
Delete attendance types 
Edit attendance codes 
Delete attendance codes 


Edit attendance types 
Add attendance codes 
Insert attendance codes 
Move attendance codes 























Sort attendance codes 


Print attendance codes 


Attendance Types 

Attendance types are the tables that contain the attendance codes. For example, 
you can have a Holiday attendance type with codes such as standard (July Fourth 
and Thanksgiving), religious (Hanukkah), and floating or “optional” (Columbus 
Day). 

^ Adding an attendance type 

Once an attendance type has been added, it is automatically added to the 
Attendance Plan tab. 

1. From Configuration, select the Attendance Types tab. 

2. In the Attendance Types frame, click Add. The Add an Attendance Type 
screen appears. 



3. Enter an Attendance name. 

4. Click OK to complete the attendance type. The new attendance type 
appears in the Attendance Types frame. 

^ Editing an attendance type 

1. From Configuration, select the Attendance Types tab. 

2. Highlight the attendance type you want to modify and click Edit. The 
Edit an Attendance Type screen appears. 



3. Make any necessary changes. 

4. Click OK. 

^ Deleting a user defined attendance type 

You can only delete an attendance type if none of its associated codes are in 
use; otherwise you have to purge or delete the record. Once an attendance 
type has been deleted, it is automatically deleted from the Attendance Plan 
tab. 

1. From Configuration, select the Attendance Types tab. 
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2. Highlight the attendance type you want to delete and click Delete. A 
confirmation screen appears. 

3. Click Yes. The attendance type is deleted. 

^ Printing attendance types 

1. From Configuration , select the Attendance Types tab. 

2. Click Print. The Print Attendance Types screen appears. 



3. Select whether to print All Attendance Types or Selected Attendance 
Types. 

If you choose to print selected attendance types, you must indicate which 
attendance types you want to print by highlighting the attendance type in 
the Attendance Types box and moving the selection to the Print these 
Attendance Types box using the arrow buttons. 

4. Mark Include inactive table entries if you want to print all table entries. 

5. Mark Print one table per page if you want the list of attendance codes 
for each attendance type table to print on a separate page. 

6. Click OK to begin printing. 

Attendance Codes 

Attendance codes are like table entries. They provide you with a set of options to 
choose and helps maintain format consistency which is important for producing 
accurate reports and statements. For example, one person may consider maternity 
leave as a form of sick leave and someone else may view maternity leave as a 
form of short term disability. With a table, both users would know that maternity 
leave should be categorized as sick time. 

You can only delete codes that are not in use on a record; otherwise, you have to 
purge or delete the record. You can choose to view all attendance codes, active 
and inactive, or just active attendance codes by marking the Display active 
entries only checkbox at the bottom of the Attendance Codes frame. 

^ Adding an attendance code 

1. From Configuration , select the Attendance Types tab. 
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aiS When a table entry is 
added, the new entry 
appears at the bottom of the 


r\ Inserting a new 

attendance code differs 
from adding a new 
attendance code in that you 
can position the new code at 
precisely the point in the list 
where you want it to appear. 
The new code appears above 
the highlighted entry. 


2. In the Attendance Types frame, highlight the table to which you want to 
add an entry. 

3. In the Attendance Codes frame, click Add. The Add an Attendance Code 
screen appears. 



4. Enter an Attendance code and Description for the entry. 

5. Mark the Inactive checkbox if you want to disable the table entry without 
deleting it from the program. 

This may be useful if you need to enter an attendance type to be used for 
the next year, but you do not want it available for use in the current year. 
You can also mark an entry as inactive that is no longer in use, but must 
be retained for historical reference. 

6. In the Time sheets frame, decide whether or not the program should 
create an other pay when this attendance code is used on a time sheet by 
marking either Do not create an other pay or Create an other pay 
using. If you select the Create an other pay option, you must select an 
other pay from the drop-down list. 

7. Click OK to add the attendance code. The new code appears in the 
Attendance Codes frame. 

^ Inserting an attendance code 

1. From Configuration , select the Attendance Types tab. 

2. In the Attendance Types frame, highlight the table in which you want to 
insert a new entry. The existing entries are displayed in the Attendance 
Codes frame. 
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3. Highlight the entry below the point where you want to insert a new code 
and click Insert. The Add an Attendance Code screen appears. 



4. Enter an Attendance code and Description of the entry. 

5. Mark the Inactive checkbox if you want to disable the table entry without 
deleting it from the program. 

This may be useful if you need to enter an attendance type to be used for 
the next year, but you do not want it available for use in the current year. 
You can also mark an entry inactive that is no longer in use, but needed 
for historical reference. 

6. In the Time sheets frame, decide whether or not the program should 

create an other pay when this attendance code is used on a time sheet by 
marking either the Do not create an other pay or Create an other pay 
using_checkbox. 

If you mark the Create an other pay using_checkbox, select an other 

pay from the drop-down list. 

7. Click OK. The new entry appears above the entry you highlighted. 

^ Editing an attendance code 

1. From Configuration, select the Attendance Types tab. 

2. In the Attendance Types frame, highlight the Attendance Type table that 
contains the code you want to change. 

3. In the Attendance Codes frame, highlight the code you want to modify. 


The Insert button is 
enabled when a table 
entry is highlighted. 
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/^sTo view the most 
ski* frequently used 
attendance codes first, click 
the Up and Down buttons 
and reorganize the order of 
the table entries. 


4. In the Attendance Codes frame, click Edit. The Edit an Attendance Code 
screen appears. 



5. Make the necessary changes. 

6. When finished, click OK. The program saves your changes and returns 
you to the Attendance Types tab. 

^ Deleting an attendance code 

You can only delete an attendance code if it is not in use on any records. 

1. From Configuration, select the Attendance Types tab. 

2. In the Attendance Types frame, highlight the table from which you want 
to delete a code. The existing codes display in the Attendance Codes 
frame. 

3. In the Attendance Codes frame, highlight the code you want to delete. 

4. In the Attendance Codes frame, click Delete. A confirmation message 
appears. 

5. Click Yes to delete. 

^ Moving an attendance code within a type 

1. From Configuration, select the Attendance Types tab. 

2. In the Attendance Types frame, highlight the attendance type that 
contains the code you want to move. 

3. Highlight the code you want to move. 

4. Click Up or Down to move the code. 

^ Sorting attendance codes 

1. From Configuration, select the Attendance Types tab. 

2. In the Attendance Types frame, highlight the attendance type for which 
you want to sort codes. 

3. Highlight any code in the table. 
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4. Click Sort. The Sort Table Options screen appears. 



5. Mark Ascending to sort in alphabetical order (A-Z), or Descending to 
sort in reverse alphabetical order (Z-A). 

6. Mark the option to sort by either the Description or Short Description (if 
both description types are available). 

7. Click OK. 


Attendance Plans 


You are also able to define several types of attendance plans. This is helpful if 
vacation and sick benefits differ depending on the position of an employee or how 
long an employee has been with the organization. Once an attendance plan is 
added to an employee record you can track how many hours of each attendance 
type an employee has used. 





[Tables which include 


* numbers are sorted by 
the first digit of the entry 
(i.e., all Is would be 
together, all 2s, etc.). For 
example 1, 11, 14, and 17 
would be grouped before 2, 
21,27, and 29. An alternate 
way to enter numeric entries 
is 001,002,003...010, Oil, 
012, etc., to avoid sorting 
problems. 


From the Attendance Plans tab you can: 


Add attendance plans 


Edit attendance plans 
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• Delete attendance plans 


yfi There are several 
"C-/ warnings screens that 
may appear when you are 
creating attendance plans. 
Each screen is displayed 
with an explanation in the 
Reference section. 


The status bar caption 
"C*/ for the Add a New 
Attendance Plan and Edit an 
Attendance Plan screens 
shows how attendance is 
calculated for your 
organization. To change the 
basis of your attendance 
plans, you need to delete all 
of them and add a new initial 
attendance plan. 


^ Adding the initial attendance plan 

This procedure must be completed before adding your first attendance plan. 
After the first plan has been added, follow either the adding an accrual 
attendance plan procedure or the adding an available balance attendance plan 
procedure to add attendance plans. 

1. From Configuration, access the Attendance Plans tab. 

2. Click New Attendance Plan. The Attendance Configuration screen 
appears. 



You must answer 2 questions before adding attendance plans. 

3. The first question requires you to decide if you want employees to 

Accrue attendance during the course of the year or Begin each year 
with an available attendance balance. 

4. The second question requires you to decide what the annual basis of 
attendance plans should be. You can choose from Start of the Calendar 
year (January 1 plus 12 months), Hire date (Employee’s hire date 
plus 12 months), or Other date (12 months beginning on a specific 
date). If you select the Other date option, enter the Specific date. 

5. Click OK. The Add a New Attendance Plan screen appears. To add the 
actual attendance plan, follow the adding attendance plans procedure 
below starting with step 3. 

^ Adding an accrual attendance plan 

If you chose to Accrue attendance during the course of the year then you 
are adding an accrual attendance plan. The procedure below should be 
followed to complete the attendance plan. 

1. From Configuration, access the Attendance Plans tab. 
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2. Click New Attendance Plan. The Add a New Attendance Plan appears. 



3. Enter a Plan ID. 

4. Decide how long the attendance should accrue by completing the Accrue 

over_months field. 

5. Enter a Description. 

6. Mark the Do not allow this plan to be added onto employees checkbox 
if you do not want this attendance plan to appear as a choice when adding 
attendance plans to employees. This is helpful if you are creating an 
attendance plan for future use and you do not want anyone to prematurely 
assign it to an employee record. 

7. In the grid, enter the Max Carryover per Year, Max Total Carryover, 
Accrued per Year, and Maximum Available for the attendance types 
listed. These attendance types listed are the attendance types you defined 
on the Attendance Types tab in Configuration. 

If the Maximum Available colu mn is blank, there is no li mi t on the 
amount of maximum time an employee is allowed to have. If it is zero, 
there is no time available. 

8. When you are finished, click Save. The Attendance Plans tab reappears 
with your newly defined attendance plan listed in the grid. 

^ Adding an available balance attendance plan 

If you chose to Begin each year with an available attendance balance, then 

you are adding an available balance attendance plan. The procedure below 

should be followed to complete the attendance plan. 

1. From Configuration , access the Attendance Plans tab. 


/-& The attendance types 
listed in the Attendance 
Type column are the 
attendance types you created 
on the Attendance Types tab 
in Configuration. 

aS There are several 
warnings screens that 
may appear when you are 
creating attendance plans. 
Each screen is displayed 
with an explanation in the 
Reference section. 


The columns in the 
grid will vary 
depending on the annual 
basis of your attendance 
plan. 


The status bar caption 
for the Add a New 
Attendance Plan and Edit an 
Attendance Plan screens 
shows how attendance is 
calculated for your 
organization. To change the 
basis of your attendance 
plans, you need to delete all 
of them and add a new initial 
attendance plan. 
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y® The attendance types 
listed in the Attendance 
Type column are the 
attendance types you created 
on the Attendance Types tab 
in Configuration. 


a® There are several 
warnings screens that 
may appear when you are 
creating attendance plans. 
Each screen is displayed 
with an explanation in the 
Reference section. 


/~® The columns in the 
grid will vary 
depending on the annual 
basis of your attendance 
plan. 


2. Click New Attendance Plan. The Add a New Attendance Plan appears. 



3. Enter a Plan ID. 

4. Enter a Description. 

5. Mark the Do not allow this plan to be added onto employees checkbox 
if you do not want this attendance plan to appear as a choice when adding 
attendance plans to employees. This is helpful if you are creating an 
attendance plan for future use and you do not want anyone to prematurely 
assign it to an employee record. 

6. In the grid, enter the Max Carryover per Year, Max Total Carryover, 
Beginning Balance, and Maximum Available for the attendance types 
listed. These attendance types listed are the attendance types you defined 
on the Attendance Types tab in Configuration. 

If the Maximum Available colu mn is blank, there is no limit on the 
amount of maximum time an employee is allowed to have. If it is zero, 
there is no time available. 

7. When you are finished, click Save. The Attendance Plans tab reappears 
with your newly defined attendance plan listed in the grid. 

^ Editing an attendance plan 

1. From Configuration , access the Attendance Plans tab. 






















Configuration ^ 1 3^^ 


2. Highlight the plan you want to edit and click Open. The Edit an 
Attendance Plan screen appears. 


3. 



Make any necessary changes and click Save. 


^ Deleting an attendance plan 

You can only delete an attendance plan if it is not in use on any records. 

1. From Configuration, access the Attendance Plans tab. 

2. Highlight the plan you want to delete and click Delete. A confirmation 
message appears. 

3. Click Yes. The record is deleted. 


Interfund 


On the Interfund tab you can define interfund sets and interfund entries for 
Blackbaud programs. The Interfund tab only appears if you have Blackbaud’s 
General Ledger installed. Payroll uses interfund entries to implement the 
automatic creation of General Ledger transactions to balance debits and credits. 
The description of the interfund entry must be unique and entries ca nn ot be 
deleted or modified if in use. 

Interfund sets allow you to group multiple interfund entries. One set of Interfund 
entries is designated as the default set, however, this can be changed at any time. 
The interfund entry sets you enter here, will be available for all Blackbaud 
accounting products located in the same database. The programs that the set can 
be used in are defined on the Blackbaud System tab that is accessed when adding 
or editing interfund sets. The default set will be used, unless the user selects 
another set by clicking an Interfund entries button on each account distribution 
tab and selecting a new set on the Interfund Preview screen. 

Payroll verifies that the interfund entries in the selected set will create a balanced 
post batch at save time. If the entry does not balance, Payroll does not allow you 
to save. If the interfund set does not contain entries to handle the interfund 
transfers for the transaction, the transaction can not be saved. 


33C You will only have an 
Interfund tab if you 
have General Ledger 
installed. 


Interfund entries can 
only be added from an 
interfund set. 


/~& To reorder the column, 
click on the column 
header. This toggles the 
column to ascending and 
descending order. 
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When an Interfund entries button appears above a distribution, you can click it 
to see the interfund credit and debits for the transaction. Once a transaction is 
posted, the interfund entry set cannot be changed. 



From the Interfund tab you can: 


r& You can change the 
default set at any time 
by selecting a different 
interfund set from the Use 

this interfund set by 
default when creating new 
transactions drop-down 
list. 

To add an interfund 
entry please see the 
“Adding an interfund entry” 
procedure on page 127. 


Add an interfund set 
Delete an interfund set 

Add an interfund entry 
Delete an interfund entry 

Sort an interfund entry 
Copy an interfund entry 


Edit an interfund set 

Create a default interfund 
set 

Edit an interfund entry 

Search for an interfund 
entry 

Create a reverse entry 


^ Creating a default interfund set 

1. From Configuration , select the Interfund tab. 

2. Select an interfund set from the Use this interfund set by default when 
creating new transactions drop-down list. The only interfund sets listed 
are those you have defined. 


^ Adding an interfund set 

1. From Configuration , select the Interfund tab. 




















Configuration 125 


2. Click New Interfund Set. The Add a New Interfund Set screen appears. 



3. Enter an Interfund set ID and Description. 

4. On the General tab, enter the interfund entries you want to include in the 
interfund set. 

5. Click the Blackbaud Systems tab. 



This tab allows you to select which Blackbaud programs can use this 
interfund set. 

6. In the System column, decide which systems can use this interfund set by 
marking the appropriate checkboxes. If the currently selected set is the 
default set for the system, the program name is uneditable. 
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3^5 You cannot delete an 
^ interfund set that is 
currently in use or is set as 
the default interfund set. 


The Default Interfund Set column lists the default set for each system. 
The number of interfund entries in the default set is listed in the Number 
of Entries column. 

7. Click OK. 

^ Editing an interfund set 

1. From Configuration , select the Interfund tab. 

2. Highlight the interfund set you want to edit. 

3. Click Open. The Edit an Interfund Set screen appears. 



Description: | General Interfund Entries for All Funds 
General | Blackbaud Systems | 



OK | Cancel | 

4. Make any necessary changes. 

5. Click OK. 

^ Deleting an interfund set 

1. From Configuration, select the Interfund tab. 

2. Highlight the interfund set you want to delete. 

3. Click Delete. A con fir mation screen appears. 

4. Click Yes. 


^ Copying an interfund set 


1. From the Interfund tab, click New Interfund Set. The Add a New 
Interfund Set screen appears. 

2. Click Copy from. 
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3. The Copy From screen appears. 



4. Highlight the Interfund set from which to copy. 

5. Click OK. 

^ Adding an interfund entry 

1. From Configuration, select the Interfund tab. 

2. Click New Interfund Set (to add a new entry to a new set) or open the set 
to which you want to add the entry. 

3. Enter a Interfund set ID. 

4. You can also enter a Description. This is optional. 

5. Click New Interfund Entry. The Add a New Interfund Entry screen 
appears. 



6. Complete the following sentences on the screen by adding the correct 
account numbers: 
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y& If you have Project, 
Grant, and Endowment 
Management you also have 
the option of entering a 
project to debit and a project 
to credit. 


When creating a transaction that will post a DEBIT to this fund or account 
<add account number here> and that will post a CREDIT to this fund or 
account <add account number here>. Automatically create these 
balancing interfund entries: Create a credit to <add account number 
here> and a debit to <add account number here>. 

7. Click Save and select Save and Close from the drop-down list. The 
program returns you to The Add a New Interfund Set screen. 

^ Viewing a reverse interfund entry 

1. From Configuration, select the Interfund tab. 

2. Highlight the interfund set containing the interfund entry of which you 
want to view a reverse entry. 

3. Click Open. The Edit an Interfund Set screen appears. 

Interfund set ID: | lcHCTI 

Description: |General Interfund Entries for All Funds 
General j Blackbaud Systems | 



OK | Cancel | 


4. Highlight the interfund entry of which you want to view a reverse entry. 






















Configuration 


5. Click Open. The Edit an Interfund Entry screen appears. 



6. Click Show Reverse Entry. The Show Reverse Entry screen appears. 



7. Click Close. 


^ Creating a reverse interfund entry 

1. From Configuration , select the Interfund tab. 

2. Highlight the interfund set containing the interfund entry of which you 
want to create a reverse entry. 
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f^lYou can choose which 
ckU interfund entries you 
want to view by adding 
criteria in the Show 
interfund entries that 
match these criteria frame 
on the General tab. 


3. Click Open. The Edit an Interfund Set screen appears. 


Interfund set ID: 

Description: |General Int 


El 


General | Blackbaud Systems | 



- Show Interfund Entries that match these criteria 
Debit fund: | T] Debit project: | 

Credit fund: | T] Credit project: | ~m[ 


OK | Cancel | 


4. Highlight the interfund entry of which you want to create a reverse entry. 

5. Click Create Reverse Entry. The screen refreshes with your new reverse 
entry added to the bottom of the list. 

^ Editing an interfund entry 

1. From Configuration , select the Interfund tab. 

2. Highlight the interfund set containing the interfund entry you want to edit. 

3. Click Open. The Edit an Interfimd Set screen appears. 



4. Highlight the interfund entry you want to edit. 
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5. Click Open. The Edit an Interfund Entry screen appears. 



6. Make any necessary changes. 

7. Click Save. 

^ Deleting an interfund entry 

You can only delete an interfund entry if it is not in use on any records. 

1. From Configuration , select the Interfund tab. 

2. Highlight the interfund set containing the interfund entry you want to 
delete. 

3. Click Open. The Edit an Interfund Entry screen appears. 

4. Highlight the interfund entry you want to delete. 

5. Click Delete. A confirmation screen appears. 

6. Click Yes. The interfund entry is deleted. 

^ Searching for an interfund entry 

1. Select the Interfund tab. 

2. Open the interfund set containing the interfund entry for which you want 
to search. 
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O You can view the 
interfund entries in 
ascending or descending 
order by clicking on the 
column header. 


3. Click Find. The Find screen appears. 



4. Select a Field on which to search from the drop-down list. 

5. In the Find what field enter the search criteria. 

6. Choose to Match any part of the Find what field, all of the Find what 
field, or the start of the Find what field. 

7. Mark the Match Case checkbox if you want the search to find exactly 
what is entered in the Find what field. 

8. Click Find First or Find Next to begin your search; the matching entry is 
highlighted. 

Click Find Next to search for the next interfund entry that meets the 
search criteria. When the program has finished searching the records, the 
following screen appears. 



Click Yes to continue searching. Click No if you are finished. 

9. When you have finished searching, click Close. 

^ Sorting interfund entries 

1. Open the interfund set you want to sort. 

2. Click Sort. The program sorts the entries in ascending to descending 
order. 

Click Sort again to sort the entries from descending to ascending. 

^ Viewing interfund entries 

If you have several interfund entries in a set, you may want to view only 
entries from a certain account, project, or fund. You can view this filtered 
in formation quickly by entering criteria in the Show interfund entries that 
match these criteria frame. 

1. Open the interfund set containing the entries you want to filter. 
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2. In the Show interfund entries that match these criteria frame, select 
the Debit fund, Credit fund, Debit project, and/or Credit project by 

which you want to filter. 

3. The grid listing the interfund entries is automatically updated. 

To view all interfund entries again, clear the information in the Debit 
fund, Credit fund, Debit project, and/or Credit project fields by 
selecting a blank space from the drop-down list. 

General Ledger Tab 

If you are using Blackbaud’s General Ledger program with Payroll, you can take 
advantage of a built-in provision of Payroll that allows sea ml ess transaction entry 
into General Ledger when posting. 

When you post batches of transactions from Payroll, you can reference each 
journal entry with a source code for identification and routing to the appropriate 
accounts (e.g., expense accounts and/or liability accounts). This feature provides 
seamless interaction between the activity in your Payroll program and the fund 
accounting management of General Ledger. The information on this tab is used 
by the Post to General Ledger option in Utilities and Housekeeping. 

If you do not have General Ledger, you can still enter reference information to 
make data entry easier by having the account information printed on the posting 
report when entering information to your general ledger. 
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On the General Ledger tab you can define the source code for Payroll as well as 
journal references. Source codes tell General Ledger from which programs 
transactions originated. You define source codes on the Tables tab of 
Configuration in General Ledger. Journal references identify transactions posted 
to your general ledger as a particular Payroll record. For example, you can 
establish the reference so it includes the Employee’s Social Security number and 
the payroll check number. The journal reference can contain 50 characters. On the 
bottom right of the tab the program displays how many characters have been used 
and how many characters remain. 



From the General Ledger tab you can: 


• Define Payroll source code • Add source codes 


• Establish the journal 
reference 


Add journal reference 
fields 


/-& You can also press F7 
to lookup a source code 
or manually enter a code in 
the Payroll source code 
field. 


r A Click Fields to add a 
user-defined text entry 
to the list of journal 
reference choices. 


^ Defining a Payroll source code 

The Payroll source code textbox has a drop-down list available if General 
Ledger is present, ff General Ledger is not present, this textbox appears as 
text field. 

1. Access the General Ledger tab. 

2. Select a source code from the Payroll source code drop-down list. 

^ Establishing a journal reference 

A journal reference identifies a transaction posted to your general ledger, with 
information such as Employee Last name, Employee First name, and Check #. 

1. Access the General Ledger tab. 


















Configuration 


2. In the Journal Reference frame, click in the Reference Field Name 
column to access the drop-down arrow. 

3. Select the Reference Field Name from the drop-down list of available 
fields. 

4. Enter the field Length. You are allowed up to 50 characters for the entire 
journal reference. This is the total for all fields. 

^ Adding a field 

1. From the General Ledger tab, click the Fields button. The Define Journal 
Fields screen appears. 



2. Move the cursor to a blank line and type the desired text. 

3. Click OK to save. The new field has been added to the list of field names 
in the Field Names colu mn . 


r& Reset to System 
Defaults returns the 
grid values to the program’s 
original entries. 
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International Tab 


When you add a new country to your database, you can enter an abbreviation for 
the country, select an address format, and include the full country name or the 
abbreviation in addresses. This information is used when preparing reports and 
mailings. 



From the International tab you can: 


• Add a country • Edit a country 

• Delete a country 

^ Adding a country 

1. From Configuration , select the International tab. 

2. Click Add. The Add a New Country screen appears. 




























Configuration 



3. Enter the country’s Name and Abbreviation. For example, you could 
enter “Australia” and “AU”. 

4. In the Format addresses for this country like_addresses field, 

choose a country from the drop-down list. 

This tells the program to format the new country’s addresses as it does the 
selected country’s. Currently, Blackbaud programs support five address 
formats: The United States, Canada, Australia, the United Kingdom, and 
New Zealand. 

5. Mark the By default, synchronize individual address fields with 
“Address as it will be printed” checkbox to synchronize individual 
address fields. 

6. If you want to Include country in “Address as it will be printed”, mark 
the checkbox and select whether to use Country name or Abbreviation, 
from the drop-down list. 

^ Editing a country 

1. From the International tab, highlight the country you want to edit. 

2. Click Open. The Edit a Country screen appears. 



3. Make any necessary changes. 

4. Click OK. 

^ Deleting a country 

You can only delete a country if it is not in use on any records. 

1. On the International tab, highlight the country you want to delete. 

2. Click Delete. A confirmation message appears. 

3. Click Yes to delete the country. 


If you are using this 
address for a mailing, 
do not use the country 
abbreviation. The United 
States Postal Service 
addressing standards require 
the complete country name. 
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You should change the 
“ Supervisor password to 
a password unique to your 
organization. Please keep 
the password in a secure 
location that is accessible by 
at least two users. 


Security is where you establish access rights for your Payroll users. Security 
rights are assigned to groups of users. You can create an unlimited number of 
groups, with various levels of program access. An individual’s access rights 
depend on the rights of the groups of which the user is a member, enabling you to 
control what users are allowed to view, add, edit, or delete. 

When a user logs in to Payroll, functions the user does not have access to are 
automatically disabled. Changes can be made to the user’s access rights at any 
time, but the new rights do not take effect until the next time the user logs in. 

When you receive Payroll, Security includes a user named Supervisor, whose 
password is admin. This user has full rights to all areas of the program and ca nn ot 
be deleted. You should change the Supervisor password as soon as possible to 
ensure the highest level of security for your organization. 

Security Basics 


If you have already 
logged in to Payroll, 
you do not have to log in 
again. 


The functions relating to security groups and users begin from the main screen of 
Security. You can add, edit, and delete groups and users from the main screen. 
You can also print a group or user profile, which includes general security 
in form a tion such as user name and description, group-member associations, and 
program access. 

^ Accessing Security 

1. From the Start menu, select Programs, Blackbaud Payroll. A menu 
appears, displaying the Payroll modules. 

2. Select Security, and log in with the correct user name and password. The 
main Security screen appears. 
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Security Groups 


You use security groups to establish access privileges for members of the group. 
Each group record has tabs for group information, shared tables, and shared 
components, as well as a tab for each Blackbaud program present in your system. 

Because Security is a module common to all Blackbaud programs, you can 
establish a group with access rights to one or more programs. For example, you 
can create the Billing group and give its members access privileges to all areas of 
Payroll, Accounts Payable, and General Ledger. 

Users have access privileges based on group membership and can be members of 
more than one group. 

^ Adding a group 

1. From Security, select File, New Group. The Add a Group screen appears. 



O You can double click 
the Add Group icon to 
open the Add a Group 


2. From the Group Info tab, enter the Group Name and Description. 

3. In the Group Members frame, highlight the users you want to include in 
this group and use the arrow buttons to move them from the Not 
Members box to the Members box. 
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4. Select the Shared Tables tab. 



Make sure you 
designate option 
settings for all shared 
components in your 
program. To designate 
options, mark the checkbox 
next to the shared 
component and click 
Options. 


Each shared 

"C*/ component displays a 
different Security Options 
screen. 


5. Mark or clear the checkbox next to each table for which you want to give 
or withhold group access privileges. If the checkbox is left blank, the 
group members ca nn ot add, edit, or delete entries from the table. 

6. Select the Shared Components tab. 



7. Mark the checkbox for each component you want members of the group 
to be able to access. If a checkbox is blank, group members ca nn ot access 
the corresponding component. 
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You can further define access privileges for shared components by 
clicking Options. The Security Options screen for the selected 
component appears. 



8. For each option listed in the grid, mark the checkbox to allow users to 
view, add, edit, and delete. For some privilege options, N/A appears 
instead of a checkbox to indicate the item is not available or applicable. 

After defining privileges on the Security Options screen, click OK to 
return to the Shared Components tab. 


r\ The options under the 
privileges grid change 
depending on the function 
you highlight in the 
Functions box. 


yA You cannot edit 

checkboxes appearing 
in a cell with a yellow 
background. The cell 
background may become 
yellow because of the 
restrictions you mark for 
each function. 
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y& To designate security 
options, mark the 
checkbox next to each 
component and chck 
Options. The Security 
Options screen displays 
different component options 
if applicable. 


Query, Global 
Change, and Import 

have no option choices. 
Marking the checkbox gives 
the user permission to 
perform all functions of the 
component. 


Each Security Options 
screen is discussed in 
detail in the Reference 
section of this chapter. 


9. Select the Payroll tab. 



10. Mark the checkbox next to each component you want the users in this 
group to access: Employees, Configuration, Query, Reports, Utilities 
and Housekeeping, Mail, Global Change, Import, and Notes. 

You can further define access privileges for some components by clicking 
Options. The Security Options screen for the component appears. 



11. In the Functions box, mark the functions you want users to be able to 
access. When you highlight a function, the grid on the right displays items 
you can allow the group to view, add, edit, and/or delete. Mark the 
appropriate checkboxes to give users privileges. Leave the checkbox 
blank if you want to restrict users from those actions. 
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12. Repeat steps 10 and 11 to establish group access for any remaining 
modules of Payroll. 

13. Once you define the security options for each component, click OK to 
save your security settings. The program returns to the Payroll tab. 


y% The options under the 
< privileges grid change 
depending on the function 
you highlight in the 
Functions box. 


^ Editing a group 

You can edit a group any time you need to add or delete a member, or change 
the group’s access privileges. If you edit a group’s privileges while one or 
more of its members is logged into a program, the changes you make do not 
take place until the user(s) exits and logs in again. 

1. From the main Security screen, highlight the group you want to edit. 


You cannot edit 
checkboxes appearing 
in a cell with a yellow 
background. The cell 
background may become 
yellow because of the 
restrictions you mark for 
each function. 


2. Select File, Open. The following screen appears. 



#331 You can double click 
s*la*on a group to open the 
record for editing. 


3. Make the necessary changes to the group. 

4. Click OK to close the record. The program automatically saves the 
changes. 
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^ Previewing and printing a Group Profile report 

A Group Profile includes the name and description of the group, a list of 
group members, and a list of access privileges assigned to that group. 

1. From the main Security screen, highlight the group for which you want to 
preview or print a profile. 



If you want to print to a 
printer other than the 
default, select File, Print 
Setup and select another 
printer. 


2. Click [S] to preview the profile, or click [#] to print the Group Profile to 
your default printer. 














Security 



If you preview the report, a processing message appears, and then the 
report displays. 



3. Close the User/Group Profile screen to return to the main Security screen. 

^ Deleting a group 

1. From Security , highlight the group you want to delete. 

2. Select File, Delete. A con fir mation message appears. 

3. Click Yes to delete the group. 


/A You can use the delete 
function to remove 
security groups that are no 
longer used or that have 
been replaced. 


Security Users 


The user record is where you establish the individual’s user name, password, and 
security rights. You can assign the user supervisor rights, which extend rights of 
access to all areas of the program, or selected group rights. 

By choosing selected group rights, you can limit a user’s security rights to those 
defined for a security group. A user can be a member of more than one group. 

If General Ledger is present, you can also enable account security for the user. 
With account security enabled, you can restrict the user from certain accounts. 











^148^> Chapter 5 


The Project tab appears 
on the Add a User 
screen only if the optional 
Project, Grant, and 
Endowment Management 
module is present. Please 
refer to the Project, Grant, 
and Endowment 
Management User’s Guide 
for more information. 


When you log in as 
Supervisor (or have 
supervisor privileges), you 
can assign, change, or delete 
any user’s password. 


I User names can only 
contain numbers, 


letters, and the underscore 
character. Each user name 
must be unique, but you can 
assign the same password to 
more than one user. 


^ Adding a user 

1. From Security, select File, New User. The Add a User screen appears. 



2. Select the User Information tab. Enter the User Name and Description. 

3. In the Password Options frame, enter the user’s Password. In the 
Confirm field, type the password again to ensure you entered the 
password correctly. If you want to allow the user to change this password, 
mark User May Change Password. 

4. In the Group Assignments frame, mark Supervisor rights to give the 
user access to all areas of the program, or mark Selected group rights to 
give the user rights based on group membership. If you choose Selected 
group rights, use the arrow buttons to move the groups to which the user 
is a member from the Not a member of box to the Member of box. 

5. If General Ledger is present, select the General Ledger Accounts tab. 



6. Mark Account Security Enabled if you want to set security options for 
General Ledger accounts. If the Account Security Enabled option is 
unmarked, you cannot edit the grid. 
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7. Mark Allow Access only to the Accounts selected below or Prevent 
Access to the Accounts selected below to define individual accounts 
group members can or cannot access. 

8. In the Account column, enter the accounts to which you want to allow or 
prevent access. Click S which appears when you click in a field, to 
access the Search for Account screen. When you enter an account, the 
Description is automatically displayed. 

9. Click OK to save and close the user record. 

^ Editing a user 

1. From Security , highlight the user you want to edit. 

2. Select File, Open. The user record screen appears 



3. Make the necessary changes to the user record 

4. Click OK to save and close the record. 


f^SYou can double click a 
&I*user’s name to open the 
record for editing. 


y& Users with supervisor 
< access rights can edit 
all areas of any user’s record 
including group 
assignments. 
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^ Previewing and printing a User Profile report 

A User Profile includes the name and description of the user, a list of 
individual security settings, and a list of groups to which the user belongs. 

1. From the main Security screen, highlight the user for which you want to 
preview or print a profile. 



If you want to print to a 
printer other than the 
default, select File, Print 
Setup and select another 
printer. 


2. Click [Bi] to preview the profile, or click [#] to print the User Profile to 
your default printer. 














Security 



If you preview the report, a processing message appears, and then the 
report is displayed. 



3. Close the User/Group Profile screen to return to the main Security screen. 

^ Deleting a user 

1. From Security , highlight the user you want to delete. 

2. Select File, Delete. A confirmation message appears. 

3. Click Yes to delete the user record. 

Passwords 


0 You can print the 

Group Profile from the 
preview screen by clicking 


Use the delete function 
to remove users that no 
longer need access or who 
are no longer eligible for 
access to the program. 


Each user must have a password to access the Payroll modules. Although user 
names must be unique, you can use the same password for more than one user. 
You can add and edit passwords on each user’s record. If you mark the option 
User May Change Password, users can change their passwords by choosing 
Edit, Change Password from the menu bar of any module. 

When you receive Payroll , Security is shipped with a user named Supervisor, 
whose password is admin. You should change the Supervisor password to a 
unique password as soon as possible. 
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SE Once the Supervisor 
password is changed to 
a password unique to your 
organization, please be sure 
the password is kept in a 
secure location that is 
accessible to at least two 


^ Changing the Supervisor password 

1. From the program menu, select Blackbaud Payroll, Security. The Login 
screen appears. 



2. Type Supervisor in the Name field. 

3. Type admin in the Password field. 

4. Click OK. The main Security screen appears. 



5. Select Edit, Change Password. The Change Password screen appears. 



6. Enter the Old password, New password, and the new password again in 
the Confirm new password field. 
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7. Click OK. A confirmation message appears. 

8. Click OK to return to the main Security screen. 


^ Changing a user password from Security 

To change a user password from Security, you must log in as that user or have 
supervisor rights. 

1. From the main screen of Security, open the record of the user whose 
password you want to change. 



2. Enter the new password in the Password field. 

3. Enter the new password again in the Confirm field. 

4. Click OK to save the new password and return to the main Security 
screen. 

^ Changing a user password from any module 

1. From any Payroll module, select Edit, Change Password. The Change 
Password screen appears. 



/A If you have supervisor 
rights, you can change 
any users’s password. If you 
do not have supervisor 
rights, but the User may 
change password option is 
marked on your user record 
in Security, you can change 
only your password. 


If the User may 
change password 

option is marked on your 
user record in Security, you 
can change your password 
from the Edit menu of any 
Payroll module. 


2. Enter the Old password, New password, and the new password again in 
the Confirm new password field. 

3. Click OK. A confirmation message appears. 

4. Click OK to return to the Payroll module in which you are working. 
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In Utilities and Housekeeping you perform general database tasks such as viewing 
system statistics, performing purges, running duplicate reports, validating your 
database, summarizing transaction data, and copying employee information. The 
features in this module are processes that affect the entire program and are 
generally carried out by your system administrator. 

Some tasks performed in Utilities and Housekeeping are exclusive processes. For 
example, before you run any option that globally changes data, all other users 
must be logged out of all Blackbaud programs. Global changes, such as validating 
your database, cannot be made if anyone else is using the program. If there are 
other users in the system when you run an exclusive process, the Users in System 
screen appears. This screen lists users currently in any Blackbaud programs 
affected by the process. These users must exit and sign out before you can 
proceed. Once the process starts, all users are locked out of the system. 

You can use the validate database utility to check the validity of your database 
indexes. The program scans each row of your database tables and compares them 
to each table’s index. 

The Post to General Ledger facility performs one of two processes: posts all Not 
Yet Posted transactions to General Ledger or creates an export file of all Not Yet 
Posted transactions. 

The Duplicate Employee Report option finds all duplicate records in the 
program based on the duplicate criteria established in Configuration. The Copy 
facility can help to decrease the amount of data entry required to copy 
reduction/deductions and other pays. 

You can also use Utilities and Housekeeping to perform end-of-year procedures 
such as summarizing transaction data and purging employees, employee 
information, and time sheet batches. Purging deletes inactive records from the 
database. Before purging, you can print a pre-purge report to obtain a list of 
inactive records. You can view system statistics for current totals of all 
transactions and the last run date for purge procedures such as purging employees. 
You can also see who last ran the purge option. 
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Users in System Screen 

When you start an exclusive process that creates system wide changes to your 
payroll data, the system checks for other users logged in the system. If other users 
are found, the screen below appears. This screen indicates Payroll is locked and 
displays all other users in the system. If no other users are in the system, the left 
window is blank. Before you can continue, all users listed must exit the system. 
Once all users have exited, click Proceed to continue to the utility. 


I Validate Database 



System Statistics 


The system statistics feature provides you with various types of statistical 
information kept by the program. For example, the system tracks the last date a 
specific purge was run, the number of employees entered into the system, and the 
date and person who last ran Post to General Ledger. 

^ Viewing system statistics 

1. From Utilities and Housekeeping , select File, System Statistics. The 
System Statistics screen appears. 



The Number of 
Employees refers to 
the total number of 
employee records found in 
the system regardless of 
employee status. 


2. Click Refresh to recalculate and update the display. 
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3. Click Close to exit system statistics. 


Attendance Tracking 


When you select to 
"C*/ track attendance by 
days, the valid range for the 
number of hours in the 
where <number> hour(s) is 
the equivalent of one work 
day field is 1.00 to 24.00. 


You can use attendance tracking to monitor employee attendance. Payroll 
calculates attendance using hours; however, with Attendance Tracking, you can 
choose to display attendance by hours or days. These tracking selections are then 
implemented in all Payroll modules. 


^ Tracking attendance 


1. From Utilities and Housekeeping , select File, Attendance Tracking. The 
Attendance Tracking screen appears. 



2. In the Track attendance by field, select hours or days from the 
drop-down list. If you select days, enter the desired number of hours in 
the where <number> hour(s) is the equivalent of one work day field. 

3. Click OK. 


Masking Configuration 


3^ Because account 
“ number masking can 
make significant changes to 
your database, we 
recommend backing up your 
database before using this 
feature. 


The Masking Configuration feature simplifies how you track or enter expense 
accounts onto employee records. In order to use the masking feature, you must 
have Blackbaud’s General Ledger program. 

Masking is the substitution of asterisks for the department segment of General 
Ledger expense accounts used in Payroll. If you want to use masking, you must 
define a segment of a Blackbaud General Ledger account number as a department 
segment. You must also have your chart of accounts set up in expense category 
order for masking to work correctly. You can set up segments and your chart of 
accounts in General Ledger. 

If you choose the masking feature option, it affects expense account distribution 
grids found throughout Payroll. You can turn masking on or off at any time from 
Utilities and Housekeeping. 
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^ Activating masking 

1. From Utilities and Housekeeping , select File, Masking Configuration. 
The Masking Configuration screen appears. 



2. Mark Use department segment masking with this General Ledger 
segment and select a General Ledger segment from the drop-down list. 

This drop-down list contains the names of each account segment listed in 
the Segment Name column on the Account Number tab of General 
Ledger’s Configuration module. 

The program fills the Payroll Dept column with the Departments that you 
entered on the Department tab of Payroll’s Configuration module. 

3. In the GL Dept Segment column, select the appropriate code from the 
drop-down list for all segments. The General Ledger Department 
Segment links each department to the appropriate General Ledger account 
segment. 

The program fills the GL Dept Desc column based on the General 
Ledger Department Segment that you select. 



r-A The program defaults 
to not use the masking 
facility. 


rA The grid is only 
editable when you 
activate masking. 
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4. Mark the Mask other pays checkbox to have the program mask other 
pays. 

5. Click OK. A status screen appears indicating the program is processing. 

6. When the process is complete, masking is enabled, and a confirmation 
screen appears. 



7. Click OK. 

^ Deactivating masking 

1. From Utilities and Housekeeping, select File, Masking Configuration. 
The Masking Configuration screen appears. 



2. Mark Do not use department segment masking. 
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3. Click OK. The following screen appears. 



4. Click Yes to remove Department segment account masks. A status screen 
appears while processing. 

If any exceptions are present, then the utility does not convert any masked 
accounts to valid account numbers, and the following screen appears. 



33? Before this utility can 
^ run successfully, all 
masked accounts in 
Configuration must be 
changed to a valid account 
number, and all masked 
accounts in Employees must 
be able to be converted to a 
valid account number. 


5. Click Print Exception Report to view a listing of which account masks 
were not converted and why or click Cancel. 

If there are no exceptions, a screen appears stating that all General 
Ledger account segments have been successfully unmasked. 

6. Click OK to return to the Utilities and Housekeeping main screen. 


Electronic Signatures 


The electronic signatures feature allows you to link to scanned images on your 
computer. You can use these images in Payroll to electronically sign payroll 
checks and, if the Accounts Payable program is present, sign purchase orders. 

The program accepts graphics in *.BMP, *.GIF, and *.JPG formats. The actual 
signature size can be a maximum of 2.5 inches wide and 0.25 inches high. The 
scanned signature, however, may be any proportion of that size. 


/■& You must use third 
party software to scan 
your graphic file. 
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y& You can give groups 
access rights to 
electronic signatures on the 
Shared Components tab in 
the Security module. 


The AP Check, 
Purchase Order, and 
PY Check columns are only 
available if Accounts 
Payable for Windows and 
Purchase Order for 
Windows are installed on 
your workstation. 


^ Adding an electronic signature 

1. From Utilities and Housekeeping, select File, Electronic Signatures. The 
Electronic Signatures screen appears. 


Electronic signatures may be defined and linked to previously scanned graphics files in either .BMP, .GIF, 
or .JPG format. 

Signatures cannot be larger than .25 inches high and 2.5 inches wide. 



2. Click Add. The Add an Electronic Signature screen appears. 



3. Enter a Description. 

4. Select a Status from the drop-down list. You can choose Active or 
Inactive. 
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5. Enter a Signature file name or click [TT7] to browse for the file name and 
path. Once you select a signature, a preview of the electronic signature 
appears in the Signature Preview frame. 



6. In the Available for frame, select the checks for which this signature 
should be available. You can mark any combination of Accounts 
Payable Checks, Accounts Payable Purchase Order, and Payroll 
Checks. 

7. Click OK. The electronic signature is added, and you return to the 
Electronic Signatures screen. 

^ Editing an electronic signature 

1. From Utilities and Housekeeping, select File, Electronic Signature. The 
Electronic Signatures screen appears. 

2. Highlight the electronic signature you want to edit and click Edit. The 
Edit an Electronic Signature screen appears. 



You can also mark any 
combination of AP 
Check, Purchase Order, 
and PY Check on the 
Electronic Signatures 
screen. 


3. Make the necessary changes. 
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4. Click OK. 

^ Deleting an electronic signature 

1. From Utilities and Housekeeping, select File, Electronic Signature. The 
Electronic Signatures screen appears. 

2. Highlight the electronic signature you want to delete and click Delete. A 
confirmation message appears. 

3. Click Yes. 


Purge 


g; Before purging records, 
always make and test a 


backup copy of your 
database. Once you purge 
records from the database, 
you can only restore them 
from a backup copy. 


The purge facility helps to reduce the size of your database and is considered part 
of the general upkeep of Payroll. Once you purge records from the database, you 
can only restore them from a backup copy. 

Before you can purge a record, it must meet certain requirements. The 
requirements and process are outlined in the following sections. 

Purging Employees 

When you purge employees, you are removing the entire employee record from 
the database. Once you purge an employee record, you can recover it only by 
restoring from a backup. 

The Purge function allows you to print the Pre-Purge Report, which details which 
employees will be purged and which cannot be purged. 


Rules for Purging Employees 

After data is purged, it cannot be recovered or used to run reports unless restored 
from a backup. You should back up your data and run a copy of the Purge Activity 
report before purging any information. We recommend that you follow these rules 
before you purge. 

• Run the Purge Activity report to preview transactions that will be purged. 

• Back up your database files before you begin a purge. 

• Make sure the transaction date of an item to be purged falls on or before 
the cut-off date specified. 

• Transactions will not purge unless they have been posted or are marked Do 
Not Post. 

• Employee records with activity cannot be purged. 

• All attendance records in the specified date range must be summarized 
before they can be purged. Attendance plans cannot be purged; you can 
only purge attendance records. 

• All checks in the specified range must be summarized before they can be 
purged. 
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• All other pays, reductions/deductions, and flexible spending plans must be 
fully paid out/deducted to be purged. 

• If the other pay, reduction/deduction, or flexible spending plan type is 
Amount per period, the number of periods used must equal the total 
number of periods in which the item is supposed to be paid/deducted. 

^ Purging employees 

1. From Utilities and Housekeeping , select File, Purge, Employees. The 
Purge Employees screen appears. 



2. Click Purge and select All Employees, Selected Employees, or One 
Employee. 

If you choose Selected Employees, the Select an Employee Query screen 
appears. Locate and open the query you want to use for the purge. 

If you choose One Employee, the search screen appears. Locate and open 
the record you want to purge. 

3. Enter a date in the Exclude employees with activity after field. You can 
click [si] to access the calendar. 

4. If you want, mark Create exception query. This query contains records 
that cannot be purged. Marking this checkbox creates and saves a query 
containing a list of the employees not purged. 

5. If you want a report detailing a short description of the employees purged, 
mark Print control report in and select Summary or Detail from the 
drop-down list. This report also contains an exception section providing 
the reason an employee was not purged. 


I Before purging records, 
' always make and test a 


backup copy of your 
database. Once you purge 
records from the database, 
you can only restore them 
from a backup copy. 
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r& You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 


tab. 


6. Select the Status tab. 



7. On this tab, you can select the status types you want to purge. You can 
mark Include all status types or Include only selected status types. 

If you mark Include only selected status types, highlight the Status 
types you want to purge and use the arrow buttons to move them to the 
Include these status types box. 

8. Select the Departments tab. 



9. You can mark Include all departments or Include only selected 
departments. 
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If you mark Include only selected departments, highlight the 
departments you want to purge and use the arrow buttons to move the 
departments into the Include these departments box. 

10. To view the control report before processing, click Pre-Purge Report. 
This report previews to the screen. From the Preview screen you can print 
or e-mail the report. 

Review the report to ensure you are purging the appropriate employees, 
then close the report. You return to the Purge Employees screen. 

11. Click Purge Now to begin the purge process. A confirmation screen 
appears. 

12. Click Yes. When the purge process is complete, a screen appears, 
indicating the number of employees processed, the number of employees 
purged, and the number of employees not purged. 



13. Click OK. If you marked the Print Control Report checkbox, the 
Control Report previews to your screen. You can print or e-mail the 
report from the Preview screen. Close the report. You return to the Purge 
Employees screen. 

14. Select File, Close. 


33S When you click 
“ Pre-Purge Report, 
only the report is produced. 
A purge is not performed 
until you chck Purge Now. 


Rules for Purging Attendance Records 

• You can purge all attendance records up to the selected date; this does not 
affect consolidated attendance records. 

• Attendance plans either begin accruing/rollover-beginning balances as of 
January 1st, the start date of the employee, or a user-specified date. You 
establish this in the Employees module. 

• The cut off date is the last working date where attendance hours are 
accrued. For example, if you select to purge records dated on a Sunday, 
then the cut off date is the preceding Friday. 
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Rules for Purging Checks 

• You ca nn ot purge checks with a Not yet posted status. You can only 
purge posted checks. If even one unposted check exists, the purge process 
for checks is not allowed. The box displays only those checks that have 
been posted. If no posted checks meet the criteria selected, a message 
appears informing you that no checks meet the selected criteria. 

• You can delete calculations individually or as a group, but they are not 
purged with checks. 

• The cut off date for purging checks is the check date closest to the date 
specified on the general panel. 

Rules for Purging Reductions/Deductions 

• Only those reductions/deductions that meet the purge criteria and 
have been fully paid-out/deducted can be purged. 

• The cut off date for purging reductions/deductions is dependent on the last 
date scheduled for a deduction. The date is found on the schedule tab of 
the reduction/deduction screen of Employees. 

Rules for Purging Other Pays 

• Only those Other Pays that meet the purge criteria and have been fully 
paid-out can be purged. 

• Unlimited Other Pays and Others Pays with specific payroll cycles can be 
purged even if they are not fully generated. You should set up these other 
pays in Configuration with a separate code in order to query and search for 
them before you purge other pay information. 

• You can only filter on Other Pay types. 

Rules for Purging Flexible Spending 
Plans 

• Only those flexible spending plans that meet the purge criteria and have 
been fully paid out/deducted can be purged. 

• A flexible spending plan disbursement typically has a start and end date, 
for example 01/01/1995 - 12/31/1995 with a cut off date of 01/31/1996. If 
you select to delete flexible spending plans prior to 12/31/1995, the 
program searches for plans whose start and end date range fall on or within 
the selected date. If the date on which you attempt to delete a flexible 
spending plan is prior to the cut off date of the plan, a purge exception 
occurs. 
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Rules for Purging Actions 

• All actions that meet the date criteria for activity and other criteria are 
included in the report and can be purged. 

• The cut off date is the date from the action record closest to the selected 
purge date. 

Rules for Purging Exception List 

• Employee information consists of eight categories; exceptions for each 
type are listed below. Where no exception is stated, there are no 
restrictions on purging this information, and therefore no exceptions are 
generated. Listed below are the exception messages for each information 
type: 

• Actions: No exceptions. 

• Attendance: Attendance records were not summarized 

• Checks: These checks were not posted and ca nn ot be purged. These 
checks were not summarized. 

• Events: No exceptions. 

• Flexible Spending Plans: Flexible spending plan has not been fully paid. 

• Other Pays: An outstanding other pay exists. 

• Reduction/Deductions: An outstanding reduction/deduction exists. 

• Notes: No exceptions. 

Purge Employee Information 

When you purge employee information, you are removing employee data from 
the database. Once you purge employee information, you can recover it only by 
restoring from a backup. The Purge Employee Information facility allows you to 
purge employee information on selected records. Before you can purge employee 
records, you must purge employee information. 

You can also print the Pre-Purge Report, which details the employee 
in form a tion that can be purged and the records that ca nn ot be purged. 

Rules for Purging Employee Information 

• A pre-purge report prints a list of records meeting the filtered criteria. 

• After purging checks, the transaction entry is still present in the ha nk 
register (see “Post to General Ledger” on page 184). 
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l Before purging records, 
^ always make and test a 


backup copy of your 
database. Once you purge 
records from the database, 
you can only restore them 
from a backup copy. 


^ Purging employee information 

1. From Utilities and Housekeeping , select File, Purge, Employee 
Information. The Purge Employee Information screen appears. 



2. Click Purge and select All Employees, Selected Employees, or One 
Employee. 

If you choose Selected Employees, the Select an Employee Query screen 
appears. Locate and open the query you want to use for the purge. 

If you choose One Employee, the search screen appears. Locate and open 
the employee record you want to purge. 

3. In the Purge all information prior to field, enter a cut-off date. You can 
click [ffl] to access the calendar. 

4. If you want, mark Create exception query. This query contains a list of 
records that cannot be purged. 

5. Mark Print control report in if you want a report detailing Employee 
Number, Employee ID, and Department with a short description of the 
employee information purged. You can select Summary or Detail from 
the drop-down list. 
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6. Select the Departments tab. 



7. On this tab, you can mark Include all departments or Include only 
selected departments. If you mark Include only selected departments, 
highlight the departments you want and, using the arrow buttons, move 
them into the Include these departments box 

8. To view the control report before processing, click Pre-Purge Report. 
This report previews to your screen. From the Preview screen you can 
print or e-mail the report. Review the report to ensure you are purging the 
appropriate information, and then close the report. You return to the 
Purge Employee Information screen. 

9. Click Purge Now to begin the purge process. A confirmation screen 
appears. 

10. Click Yes. When the purge process is complete, the following screen 
appears, indicating the number of employee records processed, the 
number of employee records purged, and the number of employee records 
not purged. 



You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 
tab. 


302 When you click 
Pre-Purge Report, 
only the report is produced. 
A purge is not performed 
until you chck Purge Now. 
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11. Click OK. If you marked the Print Control Report checkbox, the 
Control Report previews to your screen. You can print or e-mail the 
report from the Preview screen or close the report. 

12. From the Purge Employees screen, select File, Close. 


Purge Time Sheet Batches 

The Purge Time Sheet Batches facility removes time sheet batches from the 
database. Once you purge a time sheet batch, you can recover it only by restoring 
from a backup. 

This facility is particularly useful when you process contract workers and 
temporary employees who are paid on a daily basis. Removing these time sheets 
frees storage space since you create calculations on a daily basis. 

Rules for Purging Time Sheet Batches 


9 


Before purging records, 
always make and test a 


backup copy of your 
database. Once you purge 
records from the database, 
you can only restore them 
from a backup copy. 


• Since a batch may include more than one time sheet, the only filtering 
criteria are the date and approved status. The pre-purge report appears the 
same regardless of the filtering used. The report shows the batch numbers 
to be purged. 

• You create calculations in the Employees module. 

^ Purging time sheet batches 

1. From Utilities and Housekeeping, select File, Purge, Time Sheet 
Batches. The Purge Time Sheet Batches screen appears. 



2. Click Purge and select All Batches, Selected Batches, or One Batch. 

If you choose Selected Batches, the Select a Query screen appears. 
Locate and open the query you want to use for the purge. 

If you choose One Batch, the search screen appears. Locate and open 
the time sheet batch you want to purge. 
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3. In the Purge all time sheets with ending dates prior to field, enter the 
desired date or click @ to access the calendar. 

4. In the Include Batches with these Statuses frame, mark the Approved 
and/or Unapproved checkboxes. 

5. You can mark the Print control report in checkbox and select either 
Summary or Detail from the drop-down list. 

6. Click Pre-Purge Report to view the control report before processing. 
This report previews to your screen. From the Preview screen you can 
print or e-mail the report. Review the report to ensure you are purging the 
appropriate timesheets, then close the report. 

7. Click Purge to begin the purge process. A con fir mation screen appears. 

8. Click Yes. When the purge process is complete, the following screen 
appears indicating the number of time sheet batches processed, the 
number of time sheet batches purged, and the number of time sheet 
batches not purged. 



9. Click OK. If you marked the Print control report in checkbox, the 
control report previews to your screen. You can print or e-mail the report 
from the Preview screen. Close the report. 

10. From the Purge Time Sheet Batches screen, select File, Close. 


3^5 When you click 
^ Pre-Purge Report, 
only the report is produced. 
A purge is not performed 
until you click Purge. 


Summarize Transactions 


The summarize transactions facility allows you to summarize checks and 
attendance for employees. As a result, they are consolidated. When you 
summarize, all selected data becomes one record in the database containing the 
total amount of all checks for the period or a total of all attendance data. 

A summarized check contains the cumulative amount of gross pay, taxes, and any 
reductions/deductions or other pays from the filtered employees on or before a 
specified date. Once you summarize checks, we recommend that you purge the 
individual checks used for summarizing. 

In addition to checks, you also have the option to consolidate attendance records. 
On the Attendance tab, there is a list of attendance types on which to filter. These 
filter options allow you to select the record types you want to consolidate. 


Summarize 
Transactions produces 
the identical results as the 
Consolidate Data procedure 
used in Payroll for DOS. 


r r Consolidating data is 
' not a substitute for 


backing up the database. 












Rules for Summarizing Transactions 

• You can only summarize within the current year. 

• When consolidating checks, checks are numbered by the first check 
number summarized, and the check status is changed to summarized. 

• Checks must have a status of Posted or Do Not Post to be summarized. 
Voided checks and checks not yet posted will not be summarized. 

• If you decide to summarize within the current year, the summarized 
check or checks cut off at the end of the last full quarter. 

• A summarized check contains the default check stub information defined 
in Bank Accounts. All amounts are total amounts for either the year or each 
quarter within the year. 

^ Summarizing transactions 

1. From Utilities and Housekeeping, select File, Summarize Transactions. 

The Summarize screen appears with the General Tab selected. 



2. Click Summarize for and select All Employees, Selected Employees, or 
One Employee. 

If you choose Selected Employees, the Select an Employee Query screen 
appears. Locate and open the query you want to use for the summary. 

If you choose, One Employee, the search screen appears. Locate and 
open the employee record you want to summarize. 

3. You can choose to Summarize checks or Summarize attendance. 

4. If you mark Summarize checks, enter a date in the Summarize all 
checks created on or before field. You can click [g§] to access the 
calendar. 

5. Mark Print control report to receive a report detailing the options 
selected for summarizing. 
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6. Mark Create exception query to have the program create a static query 
of any checks or attendance that could not be summarized. 

7. If you mark Summarize attendance, enter a date in the Summarize all 
attendance information recorded on or before field. You can click [M] 
to access the calendar. 

8. Mark Print control report to receive a report detailing the options 
selected for summarizing. 

9. Select the Attendance tab. The options are enabled if you marked 
Summarize Attendance on the General tab. 



10. You can choose to Summarize for all attendance types or Summarize 
only selected attendance types. 

If you mark Summarize only selected attendance types, highlight the 
attendance types you want and, using the arrow buttons, move the 
attendance types into the Summarize these selected attendance types 
box. 

11. You can click Pre-summarize Report to view a report of the summary 
without actually summarizing. 

12. Click Summarize. A status screen appears while the program processes. 

When processing is complete, a screen appears with the number of 
records processed, the number of records summarized, and the number of 
records not summarized. 

13. Click OK. 


You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 


tab. 


Copy 


The copy facility helps speed data entry and is extremely useful when creating 
your Payroll database. It allows you to save time by copying 
reductions/deductions and other pays, rather than creating new ones. 




















For example, this facility takes Payroll information and copies it from the current 
year to the next year. You can copy regular and flexible spending plan 
Reductions/Deductions or Other Pays separately, or simultaneously, using the 
filter tabs provided. 

Copying Reductions/Deductions 

The copy reductions/deductions facility allows you to copy 
reductions/deductions such as a 401(k) deferred compensation plan from a 
previous/past year to a new year. Reductions/Deductions are payroll withholdings 
that reduce an employee’s pay either on a regular schedule or intermittently. 

Some examples of reductions and deductions include health or dental premiums, 
life insurance, credit union contributions, and deferred compensation plans (401 
(k), 403 (b), and employee stock purchase plans). You may also have 
reductions/deductions unique to your organization. When you copy 
reductions/deductions, the program copies Reduction/Deduction ID, Type, and 
Amount from the specified year to a new year. 

The available tabs vary depending on the options you select. The 
Reductions/Deductions tab appears when you mark Copy regular 
reductions/deductions. On this tab, you can choose to include all 
Reductions/Deductions or only selected Reductions/Deductions in copying 
process. 

The Flexible Spending Plan tab appears when you mark Copy flexible spending 
plan reduction/deductions. On this tab, you can choose to include all Flexible 
Spending Plans or only selected Flexible Spending Plans for copying. For 
Flexible Spending Plans, a copy is created, but the original remains on the 
employee record. Multiple copies of a Flexible Spending Plan can exist on an 
employee record. 

The Copy feature does not create an additional Reduction/Deduction on the 
employee record, instead it removes the Reduction/Deduction and adds a new 
one. The only exceptions to this are flexible spending plan reductions/deductions. 

Rules for Copying Reductions/Deductions 

• Regular reduction/deductions are copied from one calendar year to the 
following year. 

• All schedule dates are copied based on the number you enter in the 
Increase dates by <number> years field. 

• To copy Fixed Amount, Percent of gross, and percent of net 
reductions/deductions, you must mark the Deduct only from specific 
payroll calculations option. (This option is located on an employee 
record. From Employees, open an employee record, select the Red/Deds 
tab, and then select the Schedule tab.) 

• You cannot copy Amount per period reductions/deductions unless the 
number of periods equals the number of periods paid and the Copy fully 
generated regular ‘Amount per period’ reduction/deductions 
checkbox is marked. (You specify the number of periods in Employees. 
Open an employee record and select the Red/Deds tab. On the General tab, 
select Amount per period as the Type and enter the desired Number of 
periods.) 
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Rules for Copying Flexible Spending Plan 
Reductions/Deductions 


• Flexible Spending Plans can only be amount per period, so they follow the 
same rules as regular reduction/deductions. 

• The Flexible Spending Plan disbursement cut-off date must be after the 
date range. 

• You must manually enter Flexible Spending Plan disbursement cut-off 
dates. 

• The Flexible Spending Plan date range must be within the destination year. 

^ Copying reductions/deductions 

1. From Utilities and Housekeeping , select File, Copy. Choose Red/Deds. 

The Copy Reductions/Deductions screen appears. 



2. Click Copy Red/Deds for and select All Employees, Selected 
Employees, or One Employee. 

If you choose Selected Employees, the Select an Employee Query screen 
appears. Using the search criteria, locate and open the query you want to 
use. 

If you choose One Employee, the search screen appears. Using the search 
criteria, locate and open the employee record you want. 

3. Mark Copy regular reduction/deductions and/or Copy flexible 
spending plan reduction/deductions. 


The Reduction/ 
Deductions and 
Flexible Spending Plan tabs 
only appear if you mark the 
corresponding checkboxes 
to copy 

reduction/deductions and/or 
flexible spending plan 
reduction/deductions. 
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r& If you want to view and 
"C*/ save the results of an 
output query without having 
to print the report, select 
File, Query Output and 
complete the Save Static 
Query screen. 


/-A You can click Next to 
"C*/ move forward to the 
next tab. Clicking Back 
returns you to the previous 


tab. 


If you mark Copy regular reduction/deductions, the 
Reduction/Deduction tab is added. If you mark Copy flexible spending 
plan reduction/deductions, the Flexible Spending Plan tab is added. 

4. In the Copy Reduction/Deductions with Start Dates in this Range 

frame, enter the From and To dates for the time period in which the 
reduction/deduction start date must fall in order to be copied. You can 
click jij] to access the calendar. 

5. Enter the desired number of years in the Increase dates by years field. 
Any dates on the Schedules tab of an employee record for the new 
reduction/deduction will automatically increase by the number of years 
you specify here. 

6. Mark Copy fully generated regular ‘Amount per period’ 
reduction/deductions if you want to copy reductions/deductions that 
have been completely generated. 

7. Mark Create output query if you want a static query of the 
reductions/deductions that were copied. 

8. Mark Create exception query if you want a list of the 
reductions/deductions that were not copied. 

9. Mark Print control report to have the program print a report detailing 
the criteria selected for this copy process. 

10. Select the Reduction/Deductions tab. 



11. Mark Include all Reductions/Deductions to copy all 
reductions/deductions plans. 
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Mark Include only selected Reduction/Deductions to copy specific 
reduction/deductions. To select a reduction/deduction, highlight the 
reductions/deductions you want and, using the arrow keys, move them to 

the Copy these Reduction/Deductions box. 

12. If you marked the Copy flexible spending plan 

reduction/deductions checkbox on the General tab, select the Flexible 
Spending Plan tab. 



/■& The Flexible Spending 
tab is added only if you 
marked the Copy flexible 
spending plan reduction/ 
deductions checkbox on the 
General tab. 


13. Mark Include all Flexible Spending Plans to copy all flexible spending 
plans. 

Mark the Include only selected Flexible Spending Plans to copy only 
designated Flexible Spending Plans. To select Flexible Spending Plans, 
highlight the plans you want and, using the arrow keys, move them to the 

Copy these Flexible Spending Plans box. 
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14. Click Copy Now. The following screen appears when the process is 
complete. 



15. Click OK. 


Copying Other Pays 


^5 


You cannot copy other 
pays to previous years. 


You can copy other pay codes (defined in Configuration) from one year to the 
next. Other pays are various types of compensation issued to employees other 
than their regular or overtime wages. Examples of other pays include bonuses, 
travel pay, tips and gratuities, or any non-cash compensation, such as stock 
options or special benefits. 

When you copy other pays, the program copies the Other Pay ID, Type, and 
Amount from the specified year to a new year. The copy other pays facility 
consists of the General tab, the Status tab, the Department tab, and the Other Pays 
tab. 


Rules for Copying Other Pays 

• Unlimited, Hourly other pay, and Percentage of regular pay other pays are 
not copied if you mark Pay only on specific dates without specifying any 
dates, Pay only on specific dates with one date in the range specified, or 
Pay only on specific cycles. (These options are found in Employees. Open 
an employee record, select the Other Pays tab, and then select the Schedule 
tab.) 

• All schedule dates are copied and adjusted based on the number you enter 

in the Increase dates by <number> field. 

• You cannot copy Amount per period other pays unless the number of 
periods equals the number of periods paid. (You specify the number of 
periods in Employees. Open an employee record and select the Other Pays 
tab. On the General tab, select Amount per period as the Type and enter 
the desired Number of periods.) 

• If you mark the Copy fully generated ‘Amount per period’ other pays 

checkbox, these other pays are also copied. 

• When you copy other pays, the original other pay being copied is removed 
from the employee record. 
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P Copying other pays 

1. From Utilities and Housekeeping , select File, Copy, Other Pays. The 
Copy Other Pays screen appears. 



2. Click Copy Other Pays for and select All Employees, Selected 
Employees, or One Employee. 

If you choose Selected Employees, the Select an Employee Query screen 
appears. Using the search criteria, locate and open the query you want to 
use. 

If you choose One Employee, the search screen appears. Using the search 
criteria, locate and open the employee record you want. 

3. In the Copy Other Pays with Start Dates in this Range frame, enter the 
Start and End dates for the time period in which the other pay start date 
must fall in order to be copied. Click [rt] to access the calendar. 

4. Enter the desired number of years to copy in the Increase dates by years 
field. Any dates on the Schedules tab of an employee record for the new 
other pay will automatically increase by the number of years you specify 
here. 

5. Mark Copy fully generated ‘Amount per period’ other pays if you 

want to copy other pays that have been completely generated. 

6. Mark Create output query if you want a static query of the other pays 
that were copied. 

7. Mark Create exception query if you want a list of the other pays that 
were not copied. 

8. Mark Print control report to have the program print a report detailing 
the criteria selected for this copy process. 


If you want to view and 
save the results of the 
output query without having 
to print the report, select 
File, Query Output and 
complete the Save Static 
Query screen. 
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r& You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the Previous 


tab. 


9. Select the Status tab. 



10. Mark Include employees with all status types to copy all status types. 
Mark Include employees only with selected status types to copy only 
selected status types. To include selected status types, highlight the 
Status types you want and, using the arrow buttons, move them to the 

Include employees with these status types box. 
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11. Select the Department tab. 



12. Mark Include employees in all departments to copy all departments. 
Mark Include employees only in selected departments to copy only 
selected departments. To include selected departments, highlight the 
departments you want and, using the arrow buttons, move them to the 

Include employees in these departments box. 

13. Select the Other Pays tab. 


■3 
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14. Mark Include all Other Pay codes to copy all other pay codes. 

Mark Include only selected Other Pay codes to copy only selected other 
pay codes. To select other pay codes, highlight one or more Pay codes 
and use the arrow buttons to move them to the Copy these Other Pay 
codes box. 

15. Click Copy Now. The following screen appears when the process is 
complete. 



This screen lists the number of other pays processed, the number of other 
pays copied, and the number of other pays that were not copied. 

16. Click OK. 

Post to General Ledger 

When posting transactions from Payroll, you can post directly to General Ledger 
(if present) or to an export file. The posting process includes all transactions with 
the Not Yet Posted status and automatically updates the transaction status to 
Posted. 

Posting Rules 

Posting to General Ledger requires the following conditions: 

• Debits and credits for each pay period must be equal. 

• Debits and credits for each fund must be equal. 

• Debits and credits for each project must be equal within any fund that 
required projects on balance sheet accounts. 

Posting Options 

• From the Post to General Ledger screen, you can: 

• Preview a pre-posting • Post to General Ledger 

report 
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• Print a posting report • Post to an export file 


^ Posting to General Ledger or an export file 


1. From Utilities and Housekeeping, select File, Post to General Ledger. 
The Post to General Ledger screen appears with the General tab selected. 

Step 1: General 12: Posting Details | 3: Format | 


Post Payroll with source code: | Payroll 


C Post directly to Blackbaud's General Ledger 


(T Create an export file in this format: |Comma-Separat< 
Export file name: | C:\Blackbaud\export\payroll 


Cancel | 


3 



3 


Pre-Post fleport | East Now | 


2. Select the appropriate source code from the Post Payroll with source 
code drop-down list. The source codes default to the source codes defined 
on the General Ledger tab in the Configuration module. 

3. Choose what you want to do with these transactions. Mark either Post 
directly to Blackbaud’s General Ledger or Create an export file in 
this format. 

If you mark Create an export file in this format, select an export format 
from the drop-down list. Enter an Export file name or click [TT7] to 
browse for a file to which you want to save. 

4. Select the Posting Details tab. 



You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 
tab. 


































Chapter 6 


r& In order to select a 
printer from the Print 
Report on drop-down list, 
you must mark the Print 
report after posting option. 


3j% Clicking Pre-Post 
^ Report does not post 
batches to your General 
Ledger. 


5. Choose how you want to post each transaction type. 

6. In the Post Method column, you can choose Detail or Summary. The 
fields in the Reference colu mn change based on your selection. 

7. In the Reference Type column, you can select <Default> or Custom 
from the drop-down list. 

8. Select Fiscal Period or Post Date from the Summarize transactions by 
drop-down list. 

9. Select the Format tab. 



10. Select how you want your posting to be reported. Mark either Preview 
report after posting or Print report after posting. 

11. In the Display report in field, select the page orientation from the 
drop-down list. You can choose from Landscape or Portrait. If you print 
the report in landscape format, the account description column appears on 
the report. If you print in portrait format, this column is not included in 
the report. 

12. Select a printer from the drop-down list in the Print report on field. 

13. In the Sort report by grid, select a Sort Report By value and select 
either Ascending or Descending in the Order column. 

14. You can mark the checkbox to Print control report on and then select a 
printer from the drop-down list. This field automatically defaults to the 
printer you defined in Print Setup in the Configuration module. 

15. Click Pre-Posting Report. The program processes and validates the 
batch before previewing/printing the report. A message appears indicating 
processing is complete. 

16. Click OK. 

17. Click Post Now to post batches to your General Ledger or to an export 
file. 
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Validate Database 


This procedure checks the validity of your Payroll database indexes to ensure you 
are working with a valid database. Server crashes and network interference can 
corrupt your database; therefore, we recommend validating it weekly. Before 
validating the database, we recommend creating a backup of the database. 

When you validate your database, the program scans each row of your Payroll 
database tables to determine if any data corruption or inconsistency is present. 

There are two possible types of error messages that you could receive while 
conducting database validation: errors found while running the validation and 
critical or assertion failed errors. The first type allows the validation procedure to 
continue. The second type stops the validation process and disconnects the 
database. You would then have to reboot and restart the program, and contact 
Accounting for Nonprofits Customer Support. Both errors are reported on the 
Database Validation Control Report, which is created only if you have errors. 

You can validate your database only if all other users are logged out of Payroll. 
You should always perform a backup of your database before you validate it. 

^ Validating a database 

1. From Utilities and Housekeeping , select File, Validate Database. The 
Validate Database screen appears. 



This screen lists the users that are currently in the program. You can 
proceed only after all users have exited the program. 

2. Click Proceed. The following screen appears. 



3^5 You can validate your 
“ database only if all 
other users are logged out of 
Payroll. You should always 
perform a backup of your 
database before validating it. 


33£ You should always 
^ perform a backup of 
your database before you 
validate it. 


33C After you click 
“ Proceed, all users are 
locked out of Payroll. 
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The Duplicate criteria, 
"C*/ as defined in 
Configuration, displays in 
the grid and is view only. 


Output queries are 
"C-/ static and cannot be 
changed in Query and 
Export because they do not 
have an editable definition. 


/-& To change duplicate 
'Co' criteria, go to the 
Preferences tab of 
Configuration. Mark 
System Preferences and 
make the necessary changes 
to the Duplicate Employee 
criteria grid. 


3. Click Continue. A confirmation screen appears asking if you want to 
continue. 

4. Click Yes. A status screen appears during the validation process. 

5. Once the procedure is complete, the following screen appears. 



If there are errors detected in your database, the Database Validation 
Control Report displays. You can view the error descriptions on screen or 
print the report. 

6. Click OK. 

Duplicate Employee Report 


The Duplicate Employee Report lists all records with matching duplicate criteria 
information. You can use this list to locate and change duplicate information. You 
establish duplicate criteria in Configuration on the Preferences tab, under System 
Preferences. The program uses the criteria established to compare records and 
determine if a record is a duplicate. All duplicates found are then listed on the 
report. 

The criteria on the Duplicate Employee Report screen is display only and ca nn ot 
be edited. Along with printing the report, you can create an output query of 
duplicate records. The output query allows you to run a process for the duplicate 
records only. For example, you can use the duplicate report output query to purge 
employees. 

^ Printing a duplicate employee report 

1. From Utilities and Housekeeping, select File, Duplicate Employee 
Report. The Duplicate Employee Report screen appears. 



2. Mark the Create output query of duplicate records checkbox to have 
the system produce an output query. You can later use the output query 
with other options such as Purge. 
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3. Click OK to run the report. 
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y& You can set a 

preference that allows 
you to see at a glance which 
tabs contain data and which 
need your attention. For 
more information, see the 
“Adding default/tab 
settings” procedure on 
page 257. 


Employees is the module where you perform most of your daily tasks. All the 
information you need for each employee is stored on a series of tabs, collectively 
called the employee record. Here you can enter biographical, wage, and tax 
information as well as track attendance. Payroll also gives you the flexibility to 
store information concerning an employee’s off-site activities, such as attending 
seminars and conferences. 

In this chapter we discuss the basic procedures of accessing employees, creating 
and opening records, searching for a record, opening a query as a list of records, 
defining search options, adding wage and tax information, and adding employee 
photos. 


^ Accessing Employees 

1. From the Start menu, select Programs, Blackbaud Payroll. The Payroll 
for Windows program group appears. 

2. Select Employees. Employees opens to the main Employees screen. 



r& Each record type is 
discussed in depth in 
its own chapter. 


Record Types 

The main record type in Payroll is the Employee. From the employee record or 
from the File menu, you can also create records for the information stored on the 
employees records such as reductions/deductions and other pays. 

You can access record types through Employees. Of the eight record types in 
Payroll, the employee record is the core. Careful definition of the employee 
record is essential to ensure a seamless transfer of data among records related to 
the employee. There are eight record types in Payroll. 


Employees 

Reductions/Deductions 


Other Pays 
Actions 
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• Attendance • Events 

• Flexible Spending Plan • Payroll Calculations 

Disbursements (Activity) 

When creating a new record, you must select a record type. The procedures below 
walk you through the process of creating any type of new record. For more 
information on adding a specific record, please see the appropriate chapter. 

Creating a Record 

Although there are several types of records you can create in Payroll , there is a 
basic procedure to add a record. The particular information that you are able to 
enter is based on the record type you are adding. 

^ Creating a new record 

1. From Employees, select File, New. The Create a New Record screen 
appears. 



2. You can create custom default settings for new records. Then, if you 
select the default set when you add a new record, the information is 
automatically entered in the new record, reducing your data entry time. 

3. Highlight the type of record you want to create. 

4. If you have created a default set for the record type, select the default 
from the Load defaults from drop-down list. 

Defining default sets allows you to pre-define fields in a particular record 
type, speeding data entry. For example, you can create a default set for 
Administrative employees. This default set has the current status, home 
department, and supervisor information already entered (since this 
information is the same for every Administrative employee). When you 
load the Administrative default, the information is already entered in the 
current status, time department, and supervisor fields. 

The defaults in the drop-down list are added by selecting File, Defaults in 
Employees. You can have more than one default defined for a record type. 


If the security settings 
for a user are set so that 
they cannot add new 
records, the New button is 
disabled. 


For more information 
on adding defaults, see 
“Adding a default set for 
employees” on page 382. 


Default sets must be 
defined before they can 
appear in the Load defaults 
from the drop-down list. To 
create a default set, see the 
“Adding a default set for an 
employee” procedure on 
page 235. 
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If you want to use all of the defaults defined in the default set, mark the 
Load all defaults checkbox. With the checkbox marked, the program, 
enters all of the information defined in the default set into the program. 
With the checkbox cleared, no defaults enter into the new record, 
however, when you press F3 for a field default the default defined in the 
set you select is entered. 

The Load defaults from checkbox is enabled only when a default set is 
selected from the drop-down list. The defaults in the list depend upon 
which type of record you choose. 

5. Click OK. A blank record opens. 

6. Enter the required information for the record. 

You can find a full explanation of the required information for each 
record type in subsequent procedures and chapters. 


Double clicking on a 
v-a record using the left 
mouse button also opens the 
record. 


e You can also open 
records by selecting 
File and choosing one of the 
recently opened records 
from the drop-down menu. 
The number of records listed 
depends on the preferences 
you set in Employees. 


Opening an Existing Record 

To open a record, you must first locate the record that you want. From the 
Payroll-Open search screen, you can filter your search by specific criteria such a; 
the employee last name to open and locate the record you need. You can also 
define your search option preferences. You can also open a group of records as 
defined by a query or open the records in the search results window as a list and 
then scroll through the list of records to make changes. 

^ Opening a record 

1. From Employees, select File, Open. The search screen appears. 



2. Select a record type from the Find drop-down list. 

3. In the fields below the search results window, you can enter search 
criteria. The search criteria changes based on the record type. 
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For example, if you are searching for an employee record, the employee 
criteria at the bottom of the screen displays the following fields: 

Employee last name, Employee first name, Employee ID, Home 
Dept., Current Status, Last modified by, and Last modified on. If you 
change the Find criteria to FSP disbursement, employee criteria at the 
bottom of the screen changes to the following fields: Employee last 
name, Employee first name, FSP plan ID, Payment Date, Last 
modified by, and Last modified on. 

4. Click Find Now. The program lists all records matching the criteria in the 
search results window. The results are sorted by Employee Name. 

You can toggle the sort order of the results window from ascending to 
descending by clicking on the header of a column. For example, to sort by 
the employee’s identification number, click on ID. The program first sorts 
in ascending order. If you click on the colu mn header again, it will sort in 
descending order. If you need to change the scope of your search, click 
the New Search button to clear the criteria fields. 

5. Once you locate the record you want, highlight the record and click 
Open. The employee record appears. 

^ Opening a query 

You can compile any number of queries from Query and Export. These 
groups of records can be useful when you need to perform global transactions 
on a group of records. For example, if you need to add a reduction/deduction 
to all employees who have elected to use the cafeteria plan, you can create a 
query that identifies and lists all these records. In this example, you can create 
a yes/no attribute called “Cafeteria Plan”, then query for records with the 
attribute “yes”. Once the query is processed, you can then open the query and 
make any necessary changes to these records in the query using the search 
results window. 

1. With Employees opened, select Query, Open as List from the menu bar. 
The Available Queries screen appears. 


You can have the 
k—J program automatically 
display search results 
whenever you open the 
search screen by choosing 
the Load search results 
window automatically 
option. To access this and 
other search window 
options, from Employees, 
click Options on the search 
screen. 



2. Use the drop-down menu to select the query type for which you are 
searching. Select the appropriate Format (Dynamic, Static, or <A11 
formats>) from the drop-down list. 
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e You can have the 

program automatically 
display search results 
whenever you open the 
search screen by choosing 
the Load search results 
window automatically 
option. To access this and 
other search window 
options, from Employees, 
click Options on the search 
screen. 


3. In the fields bellow the search results box, enter the search criteria. You 
can enter information into all or a portion of the following fields: Query 
name, Description, Include In, Last modified on. 

4. Click Find Now. The program lists all queries matching the criteria in the 
search results window. If you need to change the scope of your search, 
click New Search to clear the criteria fields. 

5. When the query you want appears in the search results window, highlight 
the query and click Open. 

^ Opening a group of records as a list 

You can open a group of records with matching search criteria. For example, 
you can open as a list all employees with the same Home Department. 

1. From Employees, select File, Open. The search screen appears. 



2. Select the record type from the Find drop-down list. 

3. You can narrow the group of records that appear in the search results 
window using Employee last name, Employee first name, Employee 
ID, Last modified by, Last modified on, and other record specific 
criteria. 

4. Once you narrow the search results to the group of records you want to 
view, click Find Now. 
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5. When the list of records appears in the search window, click Open as 
List. The Group - Selected <record type> screen appears. 



6. To open a record appearing in the list, double click on the record. When 
you close the record, the Group - Selected <record type> screen 
reappears, allowing you to select another record. 

7. To exit the list, right click in the window and choose Close Group from 
the shortcut menu. 


You can view the 
entire list of records by 
using the scroll buttons. 


S You can also close the 
group screen by 
clicking the X in the top 
right comer of the screen. 


^ Defining search options 

Search options establish your preferences for how the program reacts when 
you open the search window. 

1. From Employees, select File, Open. The search screen appears. 



O Once you open a 
record, you can scroll 
using the scroll buttons on 
the toolbar to move through 
all the list of records. 

































2. Click Options. The Miscellaneous Search Options screen appears. 


I Miscellaneous Search Options 



3. Choose which action the program should take when opening the search 
window frame. You have two options: Load the search results 
automatically and Click “Find Now” to load the search results 
window. 

Mark Load the search results window automatically if you want the 
search results window to load automatically whenever you open the 
search screen. 

Mark Click “Find Now” to load the search results window if you want 
the program to automatically load the search results window when you 
click Find Now. 

4. Indicate the action you want taken after you change the search criteria. 
Choose either Refresh the search results window automatically or 
Click “Find Now” to refresh the search results window. 

Mark Refresh the search results window automatically if you want the 
search results window to automatically update each time you change 
criteria. 

Mark Click “Find Now” to refresh the search results window if you 

want the program to update the search results window only when you 
click Find Now. 

5. Determine what the program should do if only one record is found. 
Choose to have the program Load the record automatically if you want 
the program to automatically open the single matching record. Mark 
Display the record in the search results window if you want the 
matching record to be listed in the search results window. You can the 
open a record by highlighting it and clicking open or double-clicking on 
the record. 

Editing a record 

At any time you can make changes to the information stored on a record. 
When you edit a record, the previous information is overwritten as soon as 
you choose to save the changes. 












1. From Employees , select File, Open. The search screen appears. 



2. Select the record type you are searching for from the Find drop-down list. 
Click Find Now to load the search results window. 

3. Select the appropriate record and click Open. 

4. From here you can make any necessary changes. When you are finished, 
click File, Save. 

Deleting a record 

You can delete a record as long as certain conditions exist. 

1. From Employees, select File, Open. The search screen appears. 



2. Select the record type you are searching for from the Find drop-down list. 

3. Click Find Now to load the search results window. 

4. Select the appropriate record and click Open. 
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5. From the toolbar, select File, Delete. A confirmation screen appears. 

6. Click Yes. The record is deleted. 


/-& If you have the 
optional module 
Electronic Funds Transfer 
installed. The EFT tab is 
available and the employee 
record contains 18 tabs. 


Employees 

Payroll mimics the efficiency of a filing cabinet by using tabs to organize 
employee information. When you open an employee record, 17 tabs appear with 
clearly defined headings to direct you to the information you need. It is important 
to set up your employee with as much detailed information as possible. This 
ensures the smooth operation of the program and seamless transfer of data among 
all the record types related to the employee. 

The employee Bio 1 tab contains general personnel information: full name of the 
employee, preferred nickname, address, phone number(s), current status, home 
department, position, birth date, and start date. You can store information about 
performance reviews, ethnicity/citizenship, and ter mi nation details on the Bio 2 
tab. 

Additional tabs are available for tracking wages, taxes, activity, distribution, other 
pays, reductions/deductions, electronic funds transfer (if you have the optional 
module Electronic Funds Transfer), time sheets, contacts, attendance, events, 
actions, flexible spending plans, attributes, media, and notes. 

Names 

There are two ways to enter an employee name on the Bio 1 Tab. You can enter a 
new name directly into the Name field or you can click the Name button and enter 
name information on the Edit name screen. When you type the name into the 
Name field, the program divides the parts of the name and places them into 
individual fields like First name and Last name. These fields also appear on the 
Edit Name screen. 

Using the Edit name screen allows the employee name on the Bio 1 Tab to appear 
differently than the name on the Edit Name screen. This is helpful if you have an 
employee who prefers to be known by a nickname. The employee’s name can 
appear on the employee record with the nickname while you also have a record of 
the employee’s legal name on the Edit Name screen. 
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^ Entering a name using the Edit Name screen 

1. Select the Bio 1 tab. 



2. Click Name. The Edit Name screen appears. 



3. Select a title from the Title 1 and Title 2 drop-down lists. 

4. Enter the First name, Middle name, and Last name of the employee. 

5. If necessary, select a suffix from the Suffix 1 and Suffix 2 drop-down 
lists. 

6. In the Full name drop-down list, select a name format. This format 
determines how the employee’s name appears on the Bio 1 tab. 

If you want the name fields to remain exactly as they appear in the Full 
name field, then mark Synchronize full name and individual name 
fields. 

If you want the full name to appear differently from the individual name 
fields, leave the checkbox blank. For example, you may want the First 
name to read Michael, while the Full name appears as Mike Harper. In 
this case you do not want to synchronize. 
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7. Click OK. 


Entering information on 
v-* the Address screen by 
clicking Address, gives you 
the opportunity to 
designate other essential 
information such as the 
address type, county, region, 
valid dates, seasonal dates, 
and additional phone 
information. 


Addresses 

You can enter the address for an individual or organization on the Bio 1 tab of the 
employee record. You can enter addresses two ways. 

First, you can type the address into the Address box. The program then divides 
the address and places the information into the individual fields such as Address, 
City, State. These fields appear on the Add a New Address screen. 

Second, you can click Address and enter the address inform a tion directly into the 
individual fields on the Add a New Address screen. 

From the Address screen, you can scroll through the existing addresses for the 
individual, insert an address, delete an address, or copy an address from an 
existing employee. 

^ Entering an address using the Edit an Address screen 

1. Select the Bio 1 tab. 



2. Click the Address button. The Edit an Address screen appears. 



3. Select the appropriate Country. 
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4. Enter the street address in the Address box. 

5. Enter the City. 

6. Select the State from the drop-down list. 

7. Enter the ZIP code. ZIP+4 entries are automatically formatted with a 
hyphen. 

8. Enter the phone number into the Phone(s) grid. In the Type column, 
select a phone type (i.e., Home, Business, Email, and Fax). The Number 
colu mn formats automatically, adding the parentheses, hyphen, and 
extension characters for you. 

You can define the types displayed in the grid on the Tables tab of 
Configuration. You can add a new phone type table entry from 
Configuration , or, by typing the new type in the field. 

9. In the Address as it will be printed box, you can view the address as it 
appears on the Bio 1 Tab. 

If you want the printed address to appear exactly as entered in the address 
fields, mark Synchronize with individual address fields. If you want the 
printed address to appear differently from the individual fields, leave the 
checkbox blank. This is useful for addresses that are formatted in a way 
that does not fit the individual address fields. 

Leave the Synchronize with individual address fields checkbox blank if 
the employee’s home address and mailing address are different. You may 
want the mailing address to appear on the employee record so it can be 
used in mailings, but still want to record the employee’s actual home 
address. 

If you want to ensure any changes made on the address screen are 
reflected on the employee record, you should mark the Synchronize with 
individual address fields checkbox. Marking the checkbox ensures that 
the same address entered on the Edit an Address Screen is the one that 
displays on the employee record. 

10. Click OK. 


3R£ To add an entry to the 
phone type grid, enter 
the phone type, such as 
Home Page, and tab to the 
next field. A dialog box 
appears, asking if you want 
to add the entry to the table. 
Click Yes. 


^ Adding an employee 

Many of the fields on the employee record are optional, however you are 
required to enter the employee Name, Current status, and Home dept, on 
the Bio 1 tab, complete the Pay frequency frame on the Wages tab, and enter 
the federal Withholding status on the Taxes tab before saving an employee. 
This procedure only addresses completing the Bio 1 and Bio 2 tabs. 
Completion of each tab is discussed in its own section. 
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r& See page 234 for more 
"Cy information on creating 
default sets. 

r& Many of the fields on 
the employee record 
are optional, however you 
are required to enter the 
employee Name, Current 
status, Home dept., Pay 
frequency (found on the 
Wages tab), and federal 
Withholding status (found 
on the Taxes tab, Federal 
tax settings option) before 
saving an employee. 


The Start date is not a 
required field. 
However, you must enter a 
Start date before adding an 
attendance plan. 


1. From Employees, select File, New. The Create a New Record screen 
appears. 



2. Highlight Employee. If appropriate, select the default set to Load 
defaults from and mark Load all defaults. 

3. Click OK. The Add an Employee screen appears. This screen contains all 
of the tabs of the employee record. 



4. On the Bio 1 tab, enter the employee’s personal in form a tion in the 
Biographical and Addresses frames. 

Type both the Name and Address as you want them to appear in print. 
The program divides and stores the name into individual fields such as 
First name, Last name, and Title 1. These fields are stored on the Edit 
Name screen and accessed when you click the Name button. 

Click Address to access the Edit an Address screen where the address 
fields (for example, Country, State, and ZIP) are stored. 

5. In the Employment frame, enter the Start date. The program displays 
the employee’s length of employment based on the start date and your 
computer’s system date. 
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6. Select the employee’s current level from the Job level drop-down list. 
You can establish the choices in this list on the Tables tab in 
Configuration. 

7. Select the Bio 2 tab. 



8. In the Review Information frame, enter the dates for the employee’s 
Last review and Next review. Click [▼] and select the Type of review. 

9. Enter the name of the employee’s Supervisor, or click M to search for 
the supervisor’s name. If you use the search function to locate the 
supervisor’s name, the chain link appears linked. Any typing in this text 
box breaks the link. 

10. Complete the fields in the Ethnicity/Citizenship frame to track 
citizenship information. 

11. In the Addressee/Salutation frame, define how you want your 
employee’s name to appear on checks and reports by selecting from the 
available formats. 

12. When appropriate, mark Terminated Employee. The other fields in this 
frame become available once you mark this checkbox. You can enter the 
Date, Reason, and any Notes pertaining to the termination. 

^ Editing an employee 

1. Open the employee you want to edit. 

2. Make any necessary changes. 

3. Click Save. 


Marking this checkbox 
does not change the 
employee’s Current Status 
to Terminated on the Bio 1 
tab. 


^ Deleting an employee 

You ca nn ot delete an employee that has activity on their record. This includes 
outstanding calculations and checks. 

1. Open the employee you want to delete. 

2. Click Delete. A con fir m a tion screen appears. 
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3. Click Yes. The record is deleted. 


aA Many of the fields on 
< the employee record 
are optional, however you 
are required to enter the 
employee Name, Current 
status, Home dept., Pay 
frequency (found on the 
Wages tab), and federal 
Withholding status (found 
on the Taxes tab, Federal 
tax settings option) before 
saving an employee. 


The frequencies listed 
"C*/ in the Frequency 
drop-down list are taken 
from the frequency table. 
This table is established in 
Configuration. 

In the Payments field 
you should enter how 
many times a year the 
employee is paid. The 
Hours field defaults to the 
amount of hours included in 
the pay period. 


Wages 

On the Wages tab, you can define your employee’s pay frequency, including the 
number of payments and hours, salary/rate information, and other pay rates (for 
example, overtime pay and special pay for other duties). If the employee is a 
contract employee, you can define the contract start date and end date. You can 
also add a comment specific to the employee to print on all of the employee’s 
paychecks. 

^ Adding wage information 

1. From Employees , select the Wages tab. 



2. In the Salary/Rate Information frame, select a Pay type of either 
Salaried or Hourly. 

If the Pay type is Salaried, enter an Annual salary for the employee. 
You can click [g] to calculate a salary and paste it in the field. 

If the Pay type is Hourly, enter the employee’s pay Rate and Default 
hours for the employee. You can click [g] to calculate the Rate and 
Default hours, and then paste the information in the fields. 

3. In the Pay Frequency frame, select how often this employee is paid from 
the list of frequencies. 

The Payments and Hours information automatically fills when you 
select a Pay Frequency. The Payments field can be altered, but the 
Hours field ca nn ot except for when the frequency is Daily or Special. 

If you choose Daily as your frequency, then the Number of days field 
becomes available. Enter the number of days per week the employee 
works. 

4. For contract employees, in the Contract Dates frame, enter the Start 
date of the contracted employee and, if known, enter the End date. 
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5. In the Other Pay Rates frame, mark the Employee is paid overtime 

based on checkbox if the employee is to be paid overtime based on an 

amount or a percentage of regular pay. Enter the overtime Rate and the 
Default hours the program should use when calculating overtime. 

6. Mark the Employee is paid a special rate based on_checkbox if the 

employee is to be paid a special rate based on an amount or a percentage 
of regular pay. Enter the special Rate and the Default hours the program 
should use when calculate the special rate. 

7. If you want to add a special message on the employees paychecks, enter a 
message in the This comment will print on all paychecks for this 
employee box. 

P Editing wage information 

You can edit the wage information for an employee at anytime. Once you 

save changes, the previous wage in formation is overwritten. 

1. Open the employee that contains the wage you want to edit. 

2. Select the Wages tab. 

3. Make any necessary changes. 

4. Select File, Save. 


You can use the scroll 
kiU buttons next to the 
Payments, Hours, and 
Number of days fields to 
select a number. The scroll 
button allows you to enter 
numbers from 0 to 999. 


S You may want to make 
a note of the previous 
wage information and the 
date you made changes. You 
can do this by creating an 
annotation. To create an 
annotation, select Edit, 
Annotate from the menu. 
Enter your note and click 
Save. 


Taxes 

On the Tax tab, you can define federal, state, and local taxes, as well as W-2 
information for each employee. 

You can set up specific tax information on the Tax Tables tab in Configuration. 

P Defining Federal tax settings 

1. From Employees, select the Taxes tab. 

2. In the Tax Settings frame, mark the Federal tax settings option. The 
Federal Taxes grid appears. 



33C Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 
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Withholding status is 

a required field. You 
must enter the employee’s 
withholding status before 
you can save the employee 
record. 


If you chose to filter 
the taxes you view by 
effective date or state on The 
Preferences tab in 
Configuration, some states 
for which you defined state 
taxes may not be listed. 


/A Only states defined on 
the Tax Tables Tab in 
Configuration appear in the 
drop-down list. If the state 
for which you want to create 
income taxes does not 
appear in the drop-down list, 
you can add it on the Tax 
Tables tab in Configuration 
using the State taxes option. 


3. Mark the Federal tax settings option. Enter the Federal income tax, 
Withholding status, Exemptions, Withholding adjustment, Social 
Security, Medicare, FUTA, Advanced Earned Income Credit, and 

Both filing information for the employee. 

4. Mark the Use these federal tax settings on other pays and red/deds 
checkbox if you want the program to automatically use these tax settings. 

^ Defining State income tax settings 

1. In the Tax Settings frame, mark the State income tax settings option. 



2. In the State income taxes for drop-down list, select the state to which the 
employee pays taxes. The only states listed are the ones for which you 
have added state taxes for on the Tax Tables tab of Configuration. 

Once you select a state from the drop-down list, the tax settings for the 
state appear in the box. 



This screen varies depending on the state for which you are adding taxes. 
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3. Complete the tax information for each tax setting listed. 

4. Mark the Use these state tax settings on other pays and red/deds 
checkbox if you want the program to automatically use these tax settings. 

^ Defining State labor tax settings 

1. In the Tax Settings frame, mark the State labor tax settings option. 
Select the state for which you are deducting labor taxes from the 
drop-down menu. 



2. For each tax setting, choose the appropriate option. These options vary 
depending on the employee’s state. 

3. Mark the Use these state tax settings on all other pays and red/deds 

checkbox if you want the program to automatically use these tax settings. 


This grid varies 
depending on the state 
for which you are creating 
taxes. 


Only states defined on 
''J the Tax Tables Tab in 
Configuration appear in the 
drop-down list. If the state 
for which you want to create 
income taxes does not 
appear in the drop-down list, 
you can add it on the Tax 
Tables tab in Configuration 
using the State taxes option. 
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Blackbaud provides 
“ defaults for the tax 
tables in Payroll. While we 
do our best to ensure this 
information is accurate and 
up to date with the latest 
guidelines, it is your 
responsibility to verify tax 
table information and to 
make any changes required 
by Federal or State 
governments at the time they 
become effective. 


^ Defining Local tax settings 

1. In the Tax Settings frame, mark the Local tax settings option. The local 
tax settings information appears. 



2. Click New Local Tax. The Add a new local tax screen appears. 
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3. Choose a state from the drop-down list. The local tax settings for that 
state appear in the grid. 



4. For each tax setting, select the appropriate option for the employee. 

5. Mark the Use these local tax settings on all other pays and red/deds 

checkbox if you want the program to automatically use these tax settings. 

6. Click Save and Close. 


Only states defined on 
the Tax Tables Tab in 
Configuration appear in the 
drop-down list. If the state 
for which you want to create 
income taxes does not 
appear in the drop-down list, 
you can add it on the Tax 
Tables tab in Configuration 
using the State taxes option. 


This grid varies 
depending on the state 
for which you are creating a 
local tax. 


^ Defining W-2 information 

1. In the Tax Settings frame, mark the W-2 information option. The W-2 
information appears. 



2. In the Check Applicable W-2 Boxes frame, select the W-2 boxes that 
should appear on the employee’s W-2 form. 

3. In the Box 14 frame, enter the text that should appear in Box 14 of the 
employee’s W-2. 
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^ Editing tax settings and W-2 information 

1. In the Tax Settings frame, mark the appropriate option. 

2. Make any necessary changes in the grid. 

3. Select File, Save to save your changes. 

^ Deleting tax settings and W-2 information 

1. In the Tax Settings frame, select the Local tax settings option. The local 
tax settings information appears. 

2. Highlight the local tax you want to delete. 

3. Click Delete. A con fir mation screen appears. 

4. Click Yes. 

Activity 

On the Activity tab, you can add, edit, and delete payroll calculations related to 
the employee. 



Please see the Calculate Payroll chapter for detailed procedures. 

Distribution 

On the Distribution tab, you can enter general ledger account information for your 
employee. If you have Blackbaud’s General Ledger for Windows installed, you 
can select your account numbers using the search function. 
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P Creating a distribution 

1. From Employees, select the Distribution tab. 



2. From the Bank account drop-down list, select the bank account for 
which you want to create a distribution. 

3. Enter an account number in the Account Number field. You can search 
for the account by clicking in the field and then clicking [ 04 ]. The 
Account Description automatically appears when you enter an account 
number. 

4. Enter the Percent to expense to this account. 

5. Select the Department to expense. 

6 . If appropriate, enter the Project to associate with the account. The 
Project Description is automatically entered once you define a project. 


To distribute funds residing in the same account between multiple 
projects, enter the account number and click Projects. From the Edit 
Project Distribution screen, you can enter as many projects you want 
under one account. 

7. Enter any additional Comments. 

8. Finish completing the grid so you distribute the account 100 percent. You 
can distribute 100 percent evenly over the established accounts by 
clicking Distribute Evenly. Any remainder is automatically added to the 
last account number. 

P Editing a distribution 

1. From the Bank account drop-down list, select the bank account that 
contains the distribution you want to edit. 

2. Make any necessary changes. 

3. Select File, Save. 


You can filter the 
distribution types you 
view by selecting a pay type 
from the Show drop-down 
list. 


r& You can click 

Interfund Entries to 
view the interfund entry set 
that will balance the 
accounts. 


r& If you do not have the 
option module 
Projects, Grants, and 
Endowments installed, you 
will not have a Project or 
Project Description 
column. 


e You can click the Load 
Distribution button if 
you have previously defined 
distributions that you want 
to apply to your new 
distribution. 


You can click Delete 
^ All to clear all of the 
entries listed in the 
distribution grid. 





















Chapter 7 


^ Deleting all distributions 

1. From the Bank account drop-down list, select the bank account that 
contains the distribution(s) you want to delete. 

2. Click Delete All. A confirmation screen appears. 

3. Click Yes. 


£ 


Unlimited other pays 
and other pays with 


specific payroll cycles can 
be purged even if they are 
not fully generated. You 
should set up these other 
pays in Configuration with a 
separate code in order to 
query and search for them 
before you purge other pay 
information. 


Other Pays 

On the Other Pays tab, you can add, edit, and delete other pay information. Other 
pay includes vacation and bonus pay. You may have employees who perform 
other duties in addition to their regular responsibilities. You can define any 
additional compensation for employees on the Other Pays tab. 



Please see the Other Pays chapter for detailed procedures. 
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Reductions/Deductions 

On the Red/Deds tab, you can add, edit, and delete reductions/deductions 
information. Reductions/deductions include health and dental premiums, deferred 
compensation plans [401(k)], life insurance and credit union compensations, plus 
other types unique to your organization. 



Please see the Reductions/Deductions chapter for detailed procedures. 

Electronic Funds Transfer (EFT) 

If you have the optional module Electronic Funds Transfer (EFT) installed, your 
employee records have an EFT tab. Using this tab you can set up a direct deposit 
schedule for your employees. This module gives you the flexibility of depositing 
portions of an employee’s paycheck in several accounts. You can also direct 
deposit a portion of the paycheck and process a regular check for the remainder. 



A& You may offer a 

Flexible Spending Plan 
(FSP) as part of a Section 
125 Benefit Plan (Cafeteria 
Plan). Please see the 
Flexible Spending Plan 
Disbursements chapter for 
detailed procedures. 


^5 


The EFT Tab is only 
available if you have 


the Electronic Funds 
Transfer option module 
installed. 
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Please refer to your Electronic Funds Transfer User’s Guide for detailed 
procedures. If you do not have this optional module, please contact our Sales 
Department at 800-443-9441 for more information. 

Time Sheets 

You can use the Time Sheets tab to create time sheets. Time sheets allow you to 
track employee attendance and pay. 



For more information about creating time sheets, please review the Time Sheets 
chapter. 

Contacts 

On the Contacts tab, you can enter primary and alternate contact information for 
an employee. You also have a Notes field where you can enter important 
information concerning the contact. For example, the primary contact may be the 
next of kin and the alternate contact may be the person outside of the immediate 
family to notify in case of emergency. 
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^ Adding a contact 

1. From Employees, select the Contacts tab. 



2. In the Primary Contact frame, enter the Name of the primary contact. 

3. Choose the Relationship of the contact from the drop-down list. If the 
relationship you need is not listed, you can enter it into the field. 

Once you enter the new entry, the program asks you if you want to add 
the relationship to the relationship table so it is available for all records. 
Click Yes to add it to the table. Click No if you want it available for this 
record only. 

4. Enter the Address of the primary contact. 

5. Enter additional information about the primary contact in the Notes box. 

6. In the Phone(s) grid, select the Type of phone number you are entering. If 
the phone number type you need is not listed, you can enter it into the 
field to add it as a new entry. 

7. In the Number column, enter the phone number of the primary contact. 

8. In the Alternate Contact frame, enter the Name of the alternate contact. 

9. Choose the Relationship of the contact from the drop-down list. If the 
relationship you need is not listed, you can add it by entering it into the 
field. 

10. Enter the Address of the alternate contact. 

11. Enter additional information about the alternate contact in the Notes box. 

12. In the Phone(s) grid, select the type of phone number you are entering. If 
the phone number type you need is not listed, you can enter it by typing it 
into the field. 


e You can add a new 
relationship by typing it 
into the field. Once you type 
the new entry, the program 
asks you if you want to add 
the relationship to the 
relationship table so it is 
available for all records. 
Click Yes to add it to the 
table. Click No if you want 
it available for this record 
only. 
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You can add a new 
V-J phone type by typing it 
into the field. Once you type 
the new entry, the program 
asks you if you want to add 
the phone type to the phone 
type table so it is available 
for all records. Click Yes to 
add it to the table. Click No 
if you want it available for 
this record only. 


13. In the Number column, enter the phone number of the alternate contact. 

14. Select File, Save. 

^ Editing a contact 

1. From Employees, select the Contacts tab. 

2. Make any necessary changes. 

3. Select File, Save. 

Attendance 

On the Attendance tab, you establish attendance plans and attendance records for 
your employee. For example, you can create an initial vacation/sick plan for your 
new employee and assign an effective date. You can then create a three-year 
vacation/sick plan with an effective date three years from the initial effective date. 



Please see the Attendance chapter for detailed procedures. 
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Events 

On the Events tab, you can add, edit, and delete employee events information. 
Events can include seminars and conferences, special recognition awards, and 
performance reviews. 



Please see the Events chapter for detailed procedures. 


Actions 

On the Actions tab, you can add, edit, and delete actions pertaining to your 
employee. 



Please see the Actions chapter for detailed procedures. 
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Flexible Spending Plan Disbursements 

On the Flex tab, you can add, edit, and delete flexible spending plan 
disbursements. This is helpful if your organization offers a Cafeteria Plan (Section 
125 Benefit Plan) which allows an employee to set aside pre-tax dollars through 
payroll deductions for child care, elderly care, medical, and legal expenses. 



Please see the Flexible Spending Plan Disbursements chapter for detailed 
procedures. 


/-& You add attribute 
"C-z tables on the Attributes 
tab in Configuration, 
however, attribute table 
entries are added on the 
Tables tab in Configuration. 


Attributes 

On the Attributes tab, you can add information to the employee using attributes 
established in Configuration. This tab adds flexibility to your record keeping and 
processing. 

^ Adding/Editing an attribute 

1. From Employees, open the appropriate record. 
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2. Select the Attributes tab. The following screen appears. 



3. Select <A11 Categories> from the drop-down list. 

4. In the attributes grid, click in the first blank Category field and select an 
attribute from the drop-down list of available attributes. 

5. Enter a description. If the attribute is defined as a table with a short 
description, you must select the Short Description and the Description 
fills in automatically. If the attribute is a table without a short description, 
you must enter a Description. 

6. If you want, enter the Date and any Comments you want associated with 
the attribute. 

^ Deleting an attribute 

1. From the appropriate record, select the Attributes tab. 

2. Click the gray box to the left of the attribute entry in the attributes grid, to 
highlight the entire attribute row. 

3. Press Delete on your keyboard. A confirmation message appears. 

4. Click Yes to delete. 


Media 

On the Media tab, you can store a variety of media items, such as photos, 
newspaper articles, writing samples, and video clips relating to the employee. 
This is a useful addition to the employee, as it provides historical data you can 
refer to for evaluations, letters of recommendation, or awards. 

From the Media tab you can filter the list of media objects you see in the media 
objects window by type. To display a certain type of media object only, select the 
type you want from the Type drop-down list. To display all types of media, select 
<AI1 Media> from the drop-down list. 

From this tab you can: 


Add a new media object 


Edit a media object 
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• Add an exiting media • Delete a media object 

object 


/■& When adding media to 
an employee record, 
you have the media display 
as an icon that you have to 
double click to view. To use 
this function, mark the 
Display As Icon checkbox 
on the Insert Object screen. 


^ Adding a new media object 

1. From Employees, select the Media tab. 



2. Click New Media. The Insert Object screen appears immediately after the 
Add Media for Employees screen opens. 



3. Mark Create New. 

4. Highlight the appropriate program or type of media object you want. For 
example, you can choose a Bitmap Image, Excel Worksheet, or 
Microsoft Word Document. 
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5. Click OK. The Add Media for Employees screen appears with the media 
in the grid. 



6. Enter the Date associated with the media object. 

7. Select the appropriate media Type from the drop-down list. 

8. Enter the Title of the media object. 

9. Select the Author from the drop-down list of names. All available users 
appear in the list. 

10. Enter a brief Description of the media object. This description is used in 
the grid on the Media tab to identify the media object. 

11. Click Save, or select Save and New or Save and Close from the 
drop-down list. A screen appears confirming the save. 

12. Click OK. 


If an individual’s name 
does not appear in the 
drop-down list, you can 
enter the name directly into 
the field. This allows you to 
enter the correct author’s 
name even if they do not 
have access rights. 
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r& When adding media to 
an employee record, 
you have the media display 
as an icon that you have to 
double click to view. To use 
this function, mark the 
Display As Icon checkbox 
on the Insert Object screen. 


^ Adding an existing media object 

1. From the Media tab, click New Media. The Insert Object screen appears 
immediately after the Add Media for Employees screen opens. 



2. Mark Create from File. 



3. Enter the path of the media object or click [777] to locate the file. 

4. If you want to create a link to the file, mark Link. 

Using the li nk option allows you to save space on your hard drive because 
the computer saves the file path of the media object rather than saving the 
file in an extra location. 

5. If you want to display the media object as an icon, mark the Display As 
Icon checkbox. 




























6. Click OK. The Add Media for Employees screen appears with the media 
object in the box. If you marked the Display as icon checkbox, only an 
icon with the media name appears in the box. 



7. Enter the Date, Type, Title, Author, and Description of the media 
object. You can select the Type and Author from their respective 
drop-down lists or manually enter them. 

8. Click OK. 


^ Editing a media object 

1. From the Media tab, highlight the appropriate media object. 

2. Click Open. The Media for Employees screen appears. 

3. Make the necessary changes. 

4. Select File, Save to save your changes. 

^ Deleting a media object 

1. From the Media tab, highlight the media object you want to delete. 

2. Click Delete. A confirmation message appears. 

3. Click Yes. 

Notes 

On the Notes tab, you can add, edit, and delete notes associated with the 
employee. Adding notes to a record can help you keep a log of meetings, phone 
communications, awards, and performance reviews. 

From the Notes tab, you can filter the list of notes you see in the Notes grid by 
type. To display only notes of a certain type, select the Type from the Type 
drop-down list. To display all notes, select <A11 Notes> from the menu. 
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From this tab you can: 

• Add a note • Edit a note 

• Delete a note • Import a note 

• Export a note • Print a note 

• Save a note to a file 

^ Adding a note 

1. From Employees, select the Notes tab. 



2. Click New Note. The Add Note for Employees screen appears. 

Bkj | 

"3] Author: (SUPERVISOR ^ 

Description: | 


File Edit View Notes Help 
Date: | HKiT:«fcfcfcl gj] 
Tare: | 


3. Enter the Date associated with the note. 

4. Select the appropriate note Type from the drop-down list. 

5. Enter the note Title. 
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6. Select the Author from the drop-down list of names. All available users 
appear in the list. 

7. Enter a brief Description of the note. This description is used in the grid 
on the Notes tab to identify the note. 

8. Enter the appropriate note information. Using the tool buttons located on 
the top of the screen, you can format the text in various ways. You can 
change the font and alignment (left, center, or right). You can also 
underline, bold, or italicize the text, or even make the text a bulleted list. 

9. Select File, Save to save the note. 

^ Editing a note 

1. From the Notes tab, highlight the appropriate note. 

2. Click Open. The Note for <employee name> screen appears. 

3. Make the necessary changes. 

4. Click Save. 

^ Deleting a note 

1. From the Notes tab, highlight the appropriate note. 

2. Click Delete. A con fir m a tion message appears. 

3. Click Yes. 


If an individual’s name 
does not appear in the 
drop-down list, you can type 
the name directly into the 
field. 


^ Importing a note 

1. From the Notes tab, click New Note. The Add Note for Employees screen 
appears. 

2. Select File, Import. The Import From File screen appears. 



3. Focate and highlight the appropriate file. 

4. Click Open. The file content appears in the textbox. 

5. Click Save. 


^ Printing a note 

1. Open the note you want to print. 
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2. Click [#] on the toolbar, to send the print job to the printer. 

3. Click OK to close the note. 

^ Saving a note to a file 

1. From the Notes tab, highlight the note you want to save and click the Edit 
button. 

2. With the appropriate note open, click [h] on the toolbar. The Save to File 
screen appears. 

3. If you want to save the note to an existing file, locate and highlight the 
file. 

4. If you want to create a new file, locate the appropriate folder, enter the 
filename, and click Save. 

5. Click OK to close the note. 

Historical Entries 


Payroll gives you the option to add historical employee information to an 
employee’s record. This is helpful if you have converted from another program 
and need to enter previous payroll information. This ensures that the employee’s 
W-2 and tax information is correct for the year. Before you can add a historical 
entry for an employee, the employee’s tax information must be entered on the 
Taxes tab. 

After a historical entry is added, a check record is created for the entry on the 
Activity tab. This check record is not added to the bank register. 

Historical entry information is included on all reports except, the Account 
Distribution Report, Payroll Journal, and Project Distribution Report. 

^ Adding a historical entry 

1. Open an employee record. 
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2. Select Employees, Add Historical Entry from the toolbar. The 
Historical Entry for <employee name> screen appears. 



Notice that the Employee name and ID are already entered. 

3. Enter the Check number you want associated with the historical entry. 

4. In the Check type drop-down list, select either Computer Check or 
EFT. 

5. Enter the Period ending date. 

6. Enter the Pay date. This will also be the check date. 

Once you have entered the Pay date, Period ending date, and Check 
type, the Earnings grid, Employer expenses grid, and Employee 
reduction/deduction grids are editable. 

7. In the Earnings grid, select a pay type in the Earnings colu mn . The types 
listed include Regular pa y, Overtime pay, Special pay, and any other 
pays you created on the Other Pays tab of Configuration. 

8. If you want, enter a Rate. 

9. Enter the Hours/Units. 

10. If you entered a Rate, the Amount is automatically calculated and 
entered; otherwise you must enter an Amount. 

11. In the Employer expenses grid, select withholding from the 
Withholding column. The withholdings listed include, Social Security 
tax, Medicare tax, FUTA, and any other state and local taxes associated 
with the employer. 

12. For each Withholding you select, you must enter an Expense. Once you 
select a Withholding, the Adjusted Gross appears. 


As you enter 
information, the status 
bar changes to reflect your 
additions. The status bar 
lists the Gross Pay (total of 
all amounts entered in the 
Earnings grid), Less 
Red/Deds (total of all 
amounts entered in the 
Employee 

Reduction/Deductions 

grid), and Net Pay (Gross 
pay amount minus the Less 
Red/Deds amount) for the 
employee. 
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rA You will not have an 
^ Account Description 
field if you do not have 
General Ledger installed. 


13. In the Employee reduction/deductions grid, select which 
reductions/deductions apply to the employee. All of the 
reductions/deductions you defined on the Red/Deds tab of Configuration 
are listed. 

14. For each Deduction Type you select from the drop-down list, enter an 

Amount. 

15. Select the Distribution tab. 



16. Enter the accounts the program should use for each Category listed in the 
distribution grid. 

Once the Account Number is entered, the Account Description 
automatically fills. 

17. Select a Department. 

18. If you have Project, Grant, and Endowment Management installed, you 
will have a Project column. Once you enter a project, the Project 
Description automatically fills. 

19. Select the Adjusted Gross tab. 
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20. Mark the Tax settings option. 

Ill III III 1 1 ' ll 

File Edit View History Help 
H Save- f- 

Step 1: Histoiy | 2: Distribution i 3: Adjusted Gross i| 




Gross Pay: $312.00 Less Red/Deds: $62.00 Net Pay: $250.00 


This grid lists whether or not taxes were withheld for the earnings and 
reductions/deductions you specified on the History tab using Y (Yes) and 
N (No). 

21. Mark the Tax amounts option. 
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The grid lists the Tax Type and Adjusted Gross Amount for each tax 
paid. 

22. Select File, Save. The historical entry is saved and you are returned to the 
employee record. 

You can select File, Save and New to add additional historical entries. To 
add an entry for someone other than the person listed in the Employee 
name field, click [m] and select the employee from the Payroll - Open 
screen. 


^ Editing a historical entry 


1. Open the employee record that contains the historical entry you want to 
edit. 

2. Select the Activity Tab. 


TimeSheets | Contacts | Attendance | Events | Actions | F]ex | Attributes | Media | Notes 
Biol | Bio 2 | Wages | Taxes Activity | Distribution | Other Pays | Red/Deds | EFI 



Grand Total: $74,836.00 


Total Net Pay: $64,093.00 


3. Highlight the historical entry you want to edit. 
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4. Click Open. The computer check appears. 



The information listed on the tabs are for viewing purposes only. To alter 
this information, you must click Edit Historical Entry. 

5. Click Edit Historical Entry. The Historical Entry for <employee name> 
appears. You can make any necessary changes on the tabs. 

6. When you are finished, select File, Save. 


^ Deleting a historical entry 

1. Open the employee record that contains the historical entry you want to 
delete. 


2. Select the Activity Tab. 


TimeSheets | Contacts | Attendance | Events | Actions | F]ex | Attributes | Media | Notes 
Biol | Bio 2 | Wages | Taxes Activity | Distribution | Other Pays | Red/Deds | EFI 



Grand Total: $74,836.00 


Total Net Pay: $64,093.00 




3. Highlight the historical entry you want to delete. 
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4. Click Open. The computer check appears. 



5. Click Delete Historical Entry. A confirmation message appears. 

6. Click Yes. The record is deleted and you are returned to the Activity tab. 

Globally Add Attendance/Events 

From the File menu in Employees , you can Globally Add either an attendance or 
event record to all the employees in your organization, or to select a few based on 
a query. For example, you may have an occasion when all your employees 
participate in a seminar. You can save data entry time by using this function to 
add the se mi nar i nf ormation to your employees. 

Please see the Attendance and Events chapters for detailed procedures. 

Defaults 

Using default sets is a handy way to shorten data entry time. You can create a 
default set for each record type in Employees. For example, you can create a 
default set for your new hourly employees and add job level, pay frequency, 
payments, and pay type information. When you create a new employee and select 
this default set, Payroll automatically inserts the information from the default 
record into the new employee. 

For each record type, you an add multiple default sets. Default sets contain data 
common to all records or a group of records. 

The procedure below shows you how to add a default set for employees. For 
information on adding a default set for other record types, please see the 
appropriate chapter. 

From the Defaults screen you can: 


Add a default 


Edit a default 
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• Delete a default • Rename a default 

^ Adding a default set for an employee 

1. From Employees, select File, Defaults. The Defaults screen appears. 



2. From the Defaults screen, select Employee in the Defaults for frame. 

3. Click New. The New Default Set screen appears. 

Name: |{ 

Type: Employee 



OK 


Cancel 


4. Enter the Name of the default set. 

5. Enter the Default Value for each field in the Field Name column. 

6. Click OK to save the default set. 

7. Once you finish adding default sets, click Close to close the Defaults 
screen. 

^ Editing a default set 

1. From the Defaults screen, select Employee in the Defaults for frame. 

2. Highlight the default set you want to edit. 

3. Click Open. The Default Information for <default name> screen appears. 




























4. Make the necessary changes. 

5. Click OK. 

^ Deleting a default set 

1. From the Defaults screen, select Employee in the Defaults for frame. 

2. Highlight the default set you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click Yes. 

^ Renaming a default set 

1. From the Defaults screen, select Employee in the Defaults for frame. 

2. Highlight the default set you want to rename. 

3. Click Open. The Default Information for the set appears. 

4. In the Name field, enter the new name for the default set. 

5. Click OK. 

Properties 

From an open record in Employees, you can view its properties. The Properties 
screen lists basics information about the record. The properties listed depend on 
the type of record you have open. This information can include the date the record 
was added to Payroll, who added the record, when the record was last edited, and 
by whom. The information on this screen ca nn ot be edited. 

When viewing the properties of an employee, you can view the employee’s name, 
the date the employee was added, the date the employee record was last changed, 
who added the employee record to Payroll, who last changed the employee 
record, and the Import ID. 

For information on viewing the properties of other record types, please see the 
appropriate chapter. 

^ Viewing properties 

1. Open an employee. 
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2. Select File, Properties. The Employee Properties screen appears. 



3. Click OK. 

Preferences 

You can set certain preferences within each module of Payroll. With the 
exception of the system preferences in Configuration, all your preferences are 
workstation based. If you log into Payroll on another person’s workstation, you 
see that person’s preference settings. 

^ Defining Employees preferences 

1. From Employees, select Edit, Preferences. The Preferences screen 
appears. 
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r& If you mark Recently 
^ opened records _ 
entries, be sure to enter a 
number in the box. If the 
checkbox is marked, but 
there is a zero or no entry in 
the box, no records appear. 


S The With Activity 
show option can save 
you time when editing a 
payroll calculation. The grid 
on the Activity tab defaults 
to the option you select. 


2. From the General tab, mark the checkboxes for those miscellaneous 
actions you want the program to perform. 

Show save information dialog: When marked, a dialog box appears each 
time you save, verifying the record has been saved. 

Recently opened records_entries: When marked, the program 

maintains a list or recent entries on the File menu to allow for easy access. 
If you decide to use this option, enter the number of records, up to a 
maximum of nine, you want to appear in the list. 

Remember favorites between sessions: When marked, the program 
saves your favorites. To access your favorites, choose Favorites from the 
menu and select the employee from the list. 

Show tax flag warnings: When marked, the program displays a warning 
message if any taxes on the Taxes tab are set to Report earnings only-no 
withholding or Do not withhold tax or report earnings. 

Show only current flex plans: When marked, the program filters your 
flex plans to show only current plans on the Flex tab of the Employee 
record. 

3. In the With Activity show field, select Unpaid Calculations or Checks. 
The option you choose will be the default when you select the Activity tab 
of the Employee record. This option can save you time when editing a 
payroll calculation. 

4. In the Default Formats for Printing frame, click either Employee 
Profile, Payroll Register, Batch Report, or Time Sheets. When you 
click one of the four buttons, the Select a Parameter File screen appears. 



5. Highlight the appropriate parameter file and click Select. The program 
returns to the Preferences screen. Notice that the name of the parameter 
file you selected appears next to the appropriate report. 

6. Click OK to save and close. 

















Default Formats for Printing 

In the Default Formats for Printing frame, you can define default report and 
label formats. Clicking Employee Profile, Payroll Register, Batch Report, or 
Time Sheets allows define default formats for these reports. The Employee 
Profile provides an overview of the information stored on the employee record. 
The Payroll Register provides detailed information on an employee’s payroll 
calculation. The Batch Report provides detailed information about time sheet 
batches. You can use the Time Sheets report to print blank and completed time 
sheets for employees. 

These reports can be printed from Employees or Reports. Before you can print one 
of these reports from Employees, a default parameter file must be selected. You 
can select the default parameter file from the Defaults/Tab Settings tab. 

^ Adding an Employee Profile default format 

1. From Employees, select Edit, Preferences. The Preferences screen 
appears with the General tab on top. 
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y& If you are trying to 
"C-/ create a report from 
Employees and find that you 
do not have any parameter 
files defined, you can click 
Add New to add a parameter 
file. Once you have added 
the new parameter file you 
can Select it as the default. 


2. In the Default Formats for Printing frame, click Employee Profile. The 

Select a Parameter File screen appears. 



3. Click Add New. The New Employee Profile screen appears with the 
General Tab on top. 



4. In the Include Activity with these Dates frame, choose the dates you 
want to include in the profile report. If you choose <Specific range>, 
enter the Start and End dates. 

5. In the Include the following employee information box, mark the 
checkbox next to the information you want to appear on the profile report. 

6. In the Activity Format frame, you can choose to view activity in Detail 
or Summary. 

7. In the Base Activity on frame, choose Period ending date or Check 
date. 
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8. Select the Format tab. 



Enter the appropriate information for the format options. 
9. Select File, Save. The Save Report As screen appears. 



10. Enter the Report name and Description. 

11. Mark the checkbox if Other users can execute this report and/or Other 
users can modify this report. The Other users can modify this report 
option is only available if you mark the Other users can execute this 
report option is marked. 

12. Click OK to save the parameter field. 


For more information 
on formatting reports, 
please see the Format Tab of 
the Reports chapter in this 
guide. 
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^ Adding a Payroll Register default format 

1. From Employees, select Edit, Preferences. The Preferences screen 
appears with the General tab on top. 



2. In the Default Formats for Printing frame, click Payroll Register. The 

Select a Parameter File screen appears. 
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3. Click Add New. The New Payroll Register screen appears with the 
General Tab on top. 



4. Select the Format tab. 



Enter the appropriate information for the format options. 


For more information 
on formatting reports, 
please see the Format Tab of 
the Reports chapter in this 
guide. 
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5. Select File, Save. The Save Report As screen appears. 



6. Enter the Report name and Description. 

7. Mark the checkbox if Other users can execute this report and/or Other 
users can modify this report. The Other users can modify this report 
option is only available if you mark the Other users can execute this 
report option is marked. 

8. Click OK to save the parameter field. 

^ Adding a Batch Report default format 

1. From Employees, select Edit, Preferences. The Preferences screen 
appears with the General tab on top. 
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2. In the Default Formats for Printing frame, click Batch Report. The 

Select a Parameter File screen appears. 



3. Click Add New. The New Time Sheet Batch Report screen appears with 
the General Tab on top. 



4. In the Include Batches with these Dates frame, choose the dates you 
want to include in the profile report. If you choose <Specific range>, 
enter the Start and End dates. 

5. In the Include Time Sheets with these Dates frame, select a Start Date 
and End Date. If you select <Specific range> from either drop-down list, 
enter the Start and End dates. 

6. In the Include batches with these statuses frame, mark Approved 
and/or Unapproved. 
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7. Select the Status tab. 



8. You can choose to Include all statuses or Include only selected statuses 
in the report. If you choose Include only selected statuses, highlight the 
statuses you want to include in the Statuses box and move them to the 
Include these statuses box. 

9. Select the Department tab. 




































Employees ^47 


10. You can choose to Include all departments or Include only selected 
departments in the report. If you choose Include only selected 
departments, highlight the departments you want to include in the 
Departments box and move them to the Include these departments 
box. 

11. Select the Pay Frequencies tab. 



12. You can choose to Include all pay frequencies or Include only selected 
pay frequencies in the report. If you choose Include only selected pay 
frequencies, highlight the pay frequencies you want to include in the Pay 
frequencies box and move them to the Include these pay frequencies 
box. 
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13. Select the Attributes tab. 



14. Mark Include Employees with these Attributes to include employees 
with specific attributes from the report. Complete the Description and 
Short Description information for each attribute you select in the 
Category column. 

15. Mark Exclude Employees with these Attributes to exclude employees 
with specific attributes from the report. Complete the Description and 
Short Description information for each attribute you select in the 
Category colu mn . 

16. Select the Format tab. 
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Enter the appropriate information for the format options. 
17. Select File, Save. The Save Report As screen appears. 



18. Enter the Report name and Description. 

19. Mark the checkbox if Other users can execute this report and/or Other 
users can modify this report. The Other users can modify this report 
option is only available if you mark the Other users can execute this 
report option is marked. 

20. Click OK to save the parameter field. 


yiS For more information 
on formatting reports, 
please see the Format Tab of 
the Reports chapter in this 
guide. 
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^ Adding a Time Sheets default format 

1 . From Employees, select Edit, Preferences. The Preferences screen 
appears with the General tab on top. 



2. In the Default Formats for Printing frame, click Time Sheets. The 
Select a Parameter File screen appears. 
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3. Click Add New. The New Time Sheets screen appears with the General 
tab on top. 



4. In the Include Time Sheets with these Dates frame, select the Start 
Date and End Date. If you select <Specific range> from either 
drop-down list, enter the Start and End dates. 

5. In the Print this additional information on each time sheet box, mark 
the checkbox next to the information you want to appear on the time 
sheet. 
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6. Select the Status tab. 



7. Choose to Include all statuses or Include only selected statuses in the 
report. If you choose Include only selected statuses, highlight the 
statuses you want to include in the Statuses box and move them to the 
Include these statuses box. 

8. Select the Department tab. 


File Edit View Help 

Q »&!■-■ f ' 

Step 1:General | 2:Status 3:Department ] 4:Pay Frequencies | 5:Attributes | 6:Format | 



JU 


J Mext> I Cancel I 


rt| Preview | Layout 
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9. Choose to Include all departments or Include only selected 
departments in the report. If you choose Include only selected 
departments, highlight the departments you want to include in the 
Departments box and move them to the Include these departments 
box. 

10. Select the Pay Frequencies tab. 



11. Choose to Include all pay frequencies or Include only selected pay 
frequencies in the report. If you choose Include only selected pay 
frequencies, highlight the pay frequencies you want to include in the Pay 
frequencies box and move them to the Include these pay frequencies 
box 






















Chapter 7 


12. Select the Attributes tab. 



13. Mark Include Employees with these Attributes to include employees 
with specific attributes from the report. Complete the Description and 
Short Description information for each attribute you select in the 
Category column. 

14. Mark Exclude Employees with these Attributes to exclude employees 
with specific attributes from the report. Complete the Description and 
Short Description information for each attribute you select in the 
Category colu mn . 
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15. Select the Format tab. 



Enter the appropriate in form a tion for the format options. 
16. Select File, Save. The Save Report As screen appears. 



17. Enter the Report name and Description. 

18. Mark the checkbox if Other users can execute this report and/or Other 
users can modify this report. The Other users can modify this report 
option is only available if you mark the Other users can execute this 
report option is marked. 

19. Click OK to save the parameter field. 


For more information 
on formatting reports, 
please see the Format Tab of 
the Reports chapter in this 
guide. 
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^ Selecting a default format 

1 . From Employees, select Edit, Preferences. The Preferences screen 
appears with the General tab on top. 



rA This screen varies 
depending on the 
report you click in the 

Default Formats for 
Printing frame. 


2. In the Default Formats for Printing frame, select Employee Profile, 
Payroll Register, Batch Report, or Time Sheets. The Select a Parameter 
File screen appears. 



3. Highlight the parameter file and click Select. The Preferences screen 
reappears. Notice that the default format you selected appears next to the 
appropriate report button. 

^ Editing a default format 

1. From Employees, select Edit, Preferences. The Preferences screen 
appears with the General tab on top. 
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2. In the Formats for Printing frame, select the default format you want to 
edit (Employee Profile, Payroll Register, Batch Report, or Time 
Sheets). The Select a Parameter File screen appears. 



3. Click Edit. The <Report name> screen appears. 

4. Make any necessary changes. 

5. Click m to save your changes. 

Default/Tab Settings 

There are two sections on the Default/Tab Settings tab. With the Default Tab 
drop-down list, you can determine which tab appears first, for each type of record. 
In the Check these tabs for data box, you can designate which tabs you want to 
appear with a checkmark when they contain data. 

^ Adding default/tab settings 

1 . From Employees, select Edit, Preferences. The Preferences screen 
appears. 
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2. Select the Defaults/Tab Settings tab. 



3. For each record type, select a default tab from the Default tab drop-down 
list. This is the tab that appears first when you open the record. 

4. In the Check these tabs for data box, you can designate tabs you want 
check marked when they contain data. 

5. When you finish, click OK. 


Activity Legend 


The Activity Legend is 
"C*/ only available if a 
record is open and the 
Activity tab is selected. 


e You can also access the 
Activity Legend screen 
by right clicking in the 
Activity tab display area and 
selecting Legend from the 
shortcut menu. 


The Activity Legend allows you to define the text color for transactions listed in 
the activity grid. You can have checks of all types (posted checks, not yet posted 
checks, do not post checks, computer checks, EFT checks, and split checks) 
appear in various colors. 

By establishing the Activity Legend, you can create visual cues to help you 
quickly differentiate activities and get a clearer picture of an employee’s payroll 
history. 

Legend functionality is optional. To reset the legend to the colors shipped with the 
program, click Reset to System Defaults. 

The activity legend is only available when the Activity tab of a record is available. 
You can establish the Activity Legend from View on the menu bar. 
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^ Establishing the Activity Legend 

1. Select the Activity tab. 



2. Select View, Legend. The Legend screen appears. 



3. In the Checks frame, mark the Use color for post status. Click the 
checkbox next to the post status for which you want to change color. The 
Color palette appears. Click the color of your choice, then click OK to 
return to the Activity Legend screen. 

4. Mark Use color for check type if you want to view the listing of each 
check type in a different color. Click the checkbox next to the check type 
for which you want to change color. The Color palette appears. Click the 
color of your choice, then click OK to return to the Activity Legend 
screen. 

5. Mark the Use Color for Posted Checks checkbox and select a color. 

6. Click OK to save and close the activity legend. 
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Favorites 


Adding an employee to your list of favorites bookmarks frequently visited 
employees. When you want to select a favorite, go to the Favorites menu and 
select the favorite you want to access. 

Favorites are user-name and workstation based. This means that if Amy defines a 
list of favorites on her own computer and logs onto Melissa’s computer, her 
preferences will not be on Melissa’s computer, only on her own. 

^ Adding a favorite 

1. From Employees, open the record you want to add to your favorites list. 

2. Select Favorites, Add to Favorites. The Add a Favorite screen appears. 

3. Favorite name is already entered. You can change this by clicking in the 
field and entering a new name. 

4. Click OK to save the favorite. 


P Organizing favorites 

1. From Employees, select Favorites, Organize Favorites from the menu 
bar. The Organize Favorites screen appears. 



2. Highlight the favorite you want to move. Click Up to move the favorite 
up in the list. Click Down to move the favorite down. 

3. Where appropriate, click Separator to create a dashed line between 
favorites. 

4. Click OK to save your changes. 

P Deleting favorites 

1. From Employees, select Favorites, Organize Favorites from the menu 
bar. The Organize Favorites screen appears. 

2. Highlight the favorite you want to delete. 

3. Click Delete to remove the favorite. A confirmation screen appears. 
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4. Click Yes. The favorite is deleted. 

5. Click OK to save your changes. 

^ Renaming favorites 

1 . From Employees, select Favorites, Organize Favorites from the menu 
bar. The Organize Favorites screen appears. 

2. Highlight the favorite you want to rename. 

3. Click Rename. The Rename a Favorite screen appears. 



4. Type the new Favorite name. 

5. Click OK. You are returned to the Organize Favorites screen. 

6. Click OK to save your changes. 

^ Going to a favorite 

1 . From Employees, select Favorites, Organize Favorites from the menu 
bar. The Organize Favorites screen appears. 

2. Highlight the favorite you want to open. 

3. Click Go To. 


Employee Photo 

Adding a photo to the employee is yet another way to expand the identification 
data for your employee. You can change or update a photo at any time. 

^ Adding an employee photo 

1. From the employee, select Employee, View Photo from the menu bar. 
The photo screen appears. 
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The employee information automatically displays, with an empty photo 
frame. 

2. Click Change Picture. The Select New Picture File screen appears. 



3. Locate and highlight the appropriate graphic file. 

4. Click Open. The photo screen appears, displaying the new picture. 



5. Click OK to return to the employee. 

^ Changing an employee photo 

1. From the employee, select Employee, View Photo. The photo screen 
appears. 
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2. Click the Change Picture button. The Select New Picture File screen 
appears. 



3. Locate and highlight the new graphic file. 

4. Click Open. The photo screen appears, displaying the new picture. 

5. Click OK to return to the employee. 
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Other Pays 


In This Chapter 


Other Pays 
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For information on 
'C*' adding defaults, see 
“Defaults” on page 234. 


Regular employee pay is calculated in Employees using the Calculate Payroll 
option on the File menu. Payroll for Windows also includes features for adding 
special and one-time pay distributions to single and multiple employees. You may 
have employees who perform services outside their regular job responsibilities. 
Other payments might include travel pay, cost of living allowance, and holiday 
pay and bonuses. These additional types of compensation are all categorized as 
other pays. You can use the other pay features in conjunction with special ledger 
accounts to record and maintain a separate accounting of benefit and other 
specialty or irregular payroll expenditures. 

Other Pays 

Other pays can be added to an individual employee from the Other Pays tab of an 
employee record and the Calculate Payroll option on the File menu of 
Employees. You add other pays to multiple employees using the Calculate 
Payroll option. Overt im e and special pay rates are defined on the Wages tab of 
the employee record. 

There are two ways to add an other pay, from the Create a New Record screen and 
from an employee record. The process for adding an other pay is the same for 
either method. 

^ Adding an other pay 

Adding an other pay from the Create a New Record screen allows you to 
create an other pay for one employee after another. 

1. From Employees select File, New. The Create a New Record screen 
appears. 



2. In the What type of record do you want to add? box, select Other Pay. 

3. If you have any defaults you want to use in the other pay record, select a 
default from the Load defaults from drop-down list and mark the Load 
all defaults checkbox if appropriate. 
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4. Click OK. The Add Other Pay screen appears. 



5. In the Employee name field, enter the name of the employee receiving 
the disbursement or click m to find an employee. If you search for an 
employee by clicking m , the Payroll - Open screen appears. 



In the filter fields located at the bottom of the screen, enter in formation 
helpful in locating the employee. For example, in the Employee last 
name field, enter “Anderson” and click Find Now. All employees with 
the last name “Anderson” appear in the grid. Highlight the employee you 
want and click Open. 


/■& You will not have the 
< [M] button if you do 

not have General Ledger 
installed. 
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r& In Configuration, you 
can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 of 
Configuration. 


The Balance in last 
field displays the final 
payment amount. 


The program returns to the Add Other Pay screen, with the Employee 
name and ID number entered. 

6. Select an Other Pay ID from the drop-down list. The description appears 
to the right of the field. 

7. Select the Type of other pay. Select from Unlimited, Amount per 
period, and Hourly other pay. Additional fields appear, depending on 
the other pay Type you select. Complete these fields to establish the 
payment amount and the number of periods over which the employee is to 
receive the additional payment. 

Select Unlimited to add a fixed amount of other pay to the employee’s 
paycheck every pay period. This option is useful if your organization pays 
employees a professional or longevity bonus for the attainment of a 
certification or length of service with the organization. Enter the amount 
to pay each period in the Amount per period field. The amount of other 
pay that has been Paid to date and the number of Periods used is 
displayed at the bottom of the tab. This information is automatically 
updates. 

Select Amount per period to pay an employee a total amount over a 
specified number of periods. Enter the Total amount that should be paid, 
the Amount per period that should be paid, and the Number of periods 
it should take to pay the total amount. The bottom of the tab displays the 
amount Paid to date, the number of Periods used, Amount remaining 
to be paid, and Periods remaining. 

Select Hourly other pay to pay an employee an special rate determined 
by the number of hours worked. Enter the Rate per hour and Number of 
hours. The Amount of pay field displays the Rate per hour multiplied 
by the Number of hours. The amount Paid to date and the Hours to 
date display at the bottom of the screen. 

8. Select the Account Distribution tab. 


mmnm 

File Edit View Other Pay Help 
EjSave and Close - | U i > H f 



On this tab, you select account(s) associated with the Other Pay ID you 
selected on the General tab. If you set up default distributions for the 
other pay in Configuration, this grid is filled with the default in form a tion. 
You can edit the account distribution(s) if necessary. 
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To li nk the withholding to department, click in the Department column 
and select a department from the drop-down list. You can link the 
withholding to a project by selecting a project in the Project colu mn or by 
clicking the Projects button and searching for project. 

You can add a comment to each line item of the distribution by clicking in 
the Comment column and entering remarks. 

Click Load Distribution to assign the payment to an established 
department as an earnings expense. This deletes the default distribution 
created from the Other Pay ID you selected. Clicking this button allows 
you to choose a default distribution defined in Configuration. 

9. Select the Schedule tab. 



You will not have a 
Project column if you 
do not have Project, Grant, 
and Endowment 
Management installed. 


You can click 
Interfund Entries to 
see the interfund entry set. 
For more information on 
interfund entries and 
interfund sets, see the 
Configuration chapter. 


The Schedule tab includes four options for determining when other pay 
payments are made. 

10. Select Pay every payroll calculation to include the other pay in every 
payroll calculation until it is removed or fully paid. With this option 
marked, you can also select to pay the other pay only during a specific 
date range. 

11. Select Pay only on specific payroll calculations to specify the pay 
periods in which the other payment is made. 
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Enter the period ending dates for the pay periods in the grid that appears. 

12. Select Do not pay on specific payroll calculations to identify pay 

periods in which you do not want to calculate the other pay. This option 
is not available if you chose Amount per period as the other pay Type 
on the General tab. 



Enter the period ending dates for the pay periods in the grid that appears. 

13. Select Pay only during specific payroll cycles to identify specific 
payroll cycles in which you want the other payment calculated. 



Payroll cycles are 
established as table 
entries in the Payroll Cycle 
table in Configuration. 


Mark the checkbox next to the Payroll cycle on which you want the other 
pay paid. 
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14. Select the Notes tab. 



15. Enter any notes or comments you want associated with the other pay. 

16. From here you can choose to add additional other pays for other 
employees by selecting, File, Save and New or you can select File, Save 
and Close to exit the Create a New Record feature. 


^ Adding an other pay from an employee record 

Adding an other pay from an employee’s record elim in ates searching for a 
specific employee record; you can, however, still create additional other pays 
for other employees without leaving the Add Other Pay screen. 

1. From Employees , open an employee record and select the Other Pays tab. 
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r& Other pay IDs are 
established in 
Configuration on the Other 
Pays tab. They are defined 
with a description, the 
General Ledger debit and 
credit accounts to which 
expenses post, and the 
apphcable tax withholdings. 
Please refer to the 
Configuration chapter for 
detailed information about 
creating Other pay IDs. 


The Balance in last 
field displays the final 
payment amount. 


2. Click New Other Pay. The Add Other Pay for <employee name> screen 
appears with the General tab selected and the Employee name and ID 
entered. 
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General | Account Distribution | Schedule | 

Uotet | | 


Employee name: |Mr Tom Anderson 


3 |D:TAl23 

Other pay ID: | 

“H 


Typet] Unlimited 

n 


Amount per period: | 

M 


Paid to date: $0.00 

Periods used: 0 


3. Select an Other pay ID. The description appears to the right of the field. 

4. Select the Type of other pay. You can choose from Unlimited, Amount 
per period, and Hourly other pay. Additional fields appear, depending 
on the other pay Type you select. Complete these fields to establish the 
payment amount and the number of periods over which the employee is to 
receive the additional payment. 

Select Unlimited to add a fixed amount of other pay to the employee’s 
paycheck every pay period. This option is useful if your organization pays 
employees a professional or longevity bonus for the attainment of a 
certification or length of service with the organization. Enter the amount 
to pay each period in the Amount per period field. The amount of other 
pay that has been Paid to date and the number of Periods used is 
displayed at the bottom of the tab. This information is automatically 
updates. 

Select Amount per period to pay an employee a total amount over a 
specified number of periods. Enter the Total amount that should be paid, 
the Amount per period that should be paid, and the Number of periods 
it should take to pay the total amount. The bottom of the tab displays the 
amount Paid to date, the number of Periods used, Amount remaining 
to be paid, and Periods remaining. 

Select Hourly other pay to pay an employee an special rate determined 
by the number of hours worked. Enter the Rate per hour and Number of 
hours. The Amount of pay field displays the Rate per hour multiplied 
by the Number of hours. The amount Paid to date and the Hours to 
date display at the bottom of the screen. 
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5. Select the Account Distribution tab. 
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On this tab, you select account(s) associated with the Other Pay ID you 
selected on the General tab. If you set up default distributions for the 
other pay in Configuration, this grid is filled with the default information. 
You can edit the account distribution(s) if necessary. 

To li nk the withholding to department, click in the Department column 
and select a department from the drop-down list. You can link the 
withholding to a project by selecting a project in the Project colu mn or by 
clicking the Projects button and searching for project. 

You can add a comment to each line item of the distribution by clicking in 
the Comment col umn and entering remarks. 

Click Load Distribution to assign the payment to an established 
department as an earnings expense. This deletes the default distribution 
created from the Other Pay ID you selected. Clicking this button allows 
you to choose a default distribution defined in Configuration. 

6. Select the Schedule tab. 


You will not have a 
' ^ Project column if you 
do not have Project, Grant, 
and Endowment 
Management installed. 


You can click 
< Interfund Entries to 
see the interfund entry set. 
For more information on 
interfund entries and 
interfund sets, see the 
Configuration chapter. 
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You can load a 
previously defined 
schedule by clicking Load 
Schedule. The schedules 
listed on the Load Schedule 
screen are the schedules 
defined on the Schedules tab 
of Configuration. You can 
click Clear All Dates to 
clear the grid. 


7. Select Pay every payroll calculation to include the other pay in every 
payroll calculation until it is removed or fully paid. With this option 
marked, you can also select to pay the other pay only during a specific 
date range. 

8. Select Pay only on specific payroll calculations to specify the pay 
periods in which the other payment is made. 



Enter the period ending dates for the pay periods on which you want the 
other payment made in the grid that appears. 

9. Select Do not pay on specific payroll calculations to identify pay 
periods in which you do not want to calculate the other pay. This option 
is not available if you chose Amount per period as the other pay Type 
on the General tab. 



Enter the period ending dates for the pay periods in the grid that appears. 
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10. Select Pay only during specific payroll cycles to identify specific 
payroll cycles in which you want the other payment calculated. 



Mark the checkbox next to the Payroll cycle on which you want the other 
pay paid. 

11. Select the Notes tab. 



12. Enter any notes or comments you want associated with the other pay. 

13. Select File, Save. 


/-& Payroll cycles are 
established as table 
entries in the Payroll Cycle 
table in Configuration. 


^ Editing an other pay 

After you save an other pay, it displays in the grid on the Other Pays tab of the 
employee record. You can edit the other pay record at any time. 

1. From an employee record, select the Other Pays tab. 

2. Highlight the other pay you want to edit. 

3. Click Open. 

4. Make the necessary changes. 

5. Select File, Save. 
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You can click on the 
vl-i header of any column to 
view action information in 
ascending or descending 
order. 


/-& To view all other pays, 
select <A11 Other 
Pays> from the Other Pay 
type drop-down list. 


^ Deleting an other pay 

You ca nn ot delete an other pay if it is in use on any record. 

1. From an employee record, select the Other Pays tab. 

2. Highlight the other pay record you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click Yes. 

^ Using the other pay filter feature 

Using the other pay filter feature allows you to view specific other pay types 
on an employee’s Other Pays tab. This filter can changed at any time. This 
can be especially helpful if you have a large number of other pays and you 
only want to view particular other pays based on other pay type. 

1. Open an employee record and select the Other Pays tab. 



2. In the Other Pay type field, select the type of the other pay you want to 
view. The only other pays listed on the Other Pays tab are those that 
contain the type you selected from the drop-down list. 













Other Pays 



^ Viewing other pay properties 

1. From Employees, open an other pay record. Select File, Properties. The 
Other Pay Properties screen appears. 



This screen lists the Employee name, Other pay ID, Date added, Last 
changed on, Added by, Last changed by, and Import ID for the other 
pay. 

2. Click OK to return to the Other Pay record. 
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Reductions/Deductions are items, other than taxes, that reduce an employee’s pay. 
Some examples of reductions/deductions include health and dental premiums, 
deferred compensation plans, life insurance, credit union contributions, and any 
others unique to your organization. 

Reductions/Deductions 


For information on 
adding defaults, see 
“Defaults” on page 234. 


In Payroll, we use “reduction” to refer to a pre-tax item and “deduction” to refer 
to an after-tax item. Reductions and deductions are created on the Red/Deds tab of 
Configuration and added to individual employees on the Red/Deds tab of the 
employee record. Be sure to create the necessary deductions and reductions in 
Configuration before you add items to employee records. Refer to the 
Configuration chapter for information about creating reductions and deductions. 

There are two ways to add a reduction/deduction, from the Create a New Record 
screen and from an employee record. The process for adding a 
reduction/deduction is the same for either method. 

^ Adding a reduction/deduction 

Adding a reduction/deduction from the Create a New Record screen allows 
you to create a reduction/deduction for one employee after another. 

1. From Employees select File, New. The Create a New Record screen 
appears. 



2. In the What type of record do you want to add? box, select 
Reduction/Deduction. 

3. If you have any defaults you want to use in the reduction/deduction 
record, select a default from the Load defaults from drop-down list and 
mark the Load all defaults checkbox. 
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4. Click OK. The Add a Reduction/Deduction screen appears. 



5. In the Employee name field, enter the name of the employee receiving 
the disbursement or click m to find an employee. If you search for an 
employee by clicking H , the Payroll - Open screen appears. 



In the filter fields located at the bottom of the screen, enter information 
helpful in locating the employee. For example, in the Employee last 
name field, enter “Anderson” and click Find Now. All employees with 
the last name “Anderson” appear in the grid. Highlight the appropriate 
employee and click Open. 

The program returns to the Add Reduction/Deduction screen, with the 
Employee name and ID number entered. 

6. Select a Red/Ded ID from the drop-down list. The description of the 
Red/Ded ID appears to the right of the field. 

After you select the Red/Ded ID, specific reduction/deduction 
information including the amount Withheld to date and the number of 
periods the reduction/deduction has been withheld, appear at the bottom 
of the tab. 


rS In Configuration, you 
can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 of 
Configuration. 
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Red/Ded IDs are 
established in 
Configuration on the 
Red/Deds tab. They are 
defined with a description, 
the General Ledger credit 
account to which the 
liability is posted, and the 
applicable tax withholdings. 
Refer to the Configuration 
chapter for detailed 
information about creating a 
Red/Ded ID. 


The Balance in last 
field displays the final 
payment amount. 


The Flex Plan tab 
appears only when the 
Red/Ded ID selected on the 
General tab is a flexible 
spending plan. 


7. Select the Type of reduction or deduction. Your choices are Fixed 
Amount, Amount per period, Percentage of gross, and Percentage of 
net. Additional fields appear, depending on the Type you select. 
Complete these fields to establish the amount and the number of periods 
over which the reduction or deduction is to be taken. 

Select Fixed Amount to create a fixed amount reduction or deduction 
each pay period. This reduction/deduction remains in effect until removed 
from the employee’s record. Enter the amount that should be withheld 
each period in the Amount per period field. 

Select Amount per period to remove a total amount from an employee’s 
pay over a specified number of periods. Enter the Total amount that 
should be withheld, the Amount per period that should be withheld, and 
the total Number of periods the amount should be withheld. 

Select Percentage of gross to withhold a fixed percentage of the 
employee’s gross pay in all periods. Enter a Percentage. This 
reduction/deduction remains in effect until removed it is removed from 
the employee’s record. 

Select Percentage of net to withhold a fixed percentage of the 
employee’s after-tax pay in all periods from then on. Enter a Percentage. 
This reduction/deduction remains in effect until removed from the 
employee’s record. 

Additional information such as the amount Withheld to date, the number 
of Periods withheld, the Amount remaining to be paid, and the Periods 
remaining display at the bottom of the tab. This information varies 
depending on the Red/Ded ID you have choose and the Type. The 
program automatically updates this information when any information 
about the reduction/deduction has changed. 

8. Select the Flex Plan tab. You will have this tab only if the Red/Ded ID 
you selected is a flexible spending plan. 


File Edit View Reduction/Deduction Help 
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9. Enter the Plan start date or click [a] to select a date. 

10. Enter the Employee is eligible as of date or click [a] to select a date. This 
date must be between the plan start and finish dates. 

11. Enter the Plan end date or click [a] to select a date. 
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12. Enter the Cutoff date or click [S] to select a date. The Cutoff date must 
be on or after the Plan end date. 

13. In the Changes in plan eligibility grid, you can enter when and why an 
employee’s eligibility has changed. 

14. Select the Gross tab. This tab is available only if you selected Percentage 
of gross as the Type on the General tab. 



15. Choose the pays you want to include in the gross pay from the Include 
these Pays in Gross box. Mark the checkbox next to each pay you want 
to include. 

16. Enter the correct amounts in the Start deducting when YTD gross 

reaches_field and the Stop deducting when YTD gross reaches_ 

field. 

17. If you marked the Other Pay check box in the Include these Pays in 
Gross box, you can filter the other pays you include. 

Mark the Include all other pays option to include all other pays. Mark 
Include selected other pays if you want to only include specific other 
pays. If you choose to include specific other pays, select the other pays 
you want to include from the Other pays box and move them to the 
Include these other pays box. The box lists all other pays defined in 
Configuration. 
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18. Select the Account Distribution tab 



On this tab, you select account(s) associated with the Red/Ded ID you 
selected on the General tab. If you set up default distributions for the 
reduction/deduction in Configuration, this grid is filled with the default 
information. You can edit the account distribution(s) if necessary. 

19. Complete the Credit accounts grid. In the Account Number column, 
enter the account number of the account you are crediting. The Account 
Description column fills automatically. 

20. In the Percent column, enter the percentage of the amount to apply to the 
account. 

21. In the Department column, enter the department that uses the account. 

22. You can enter any additional information in the Comment column. 

23. Click Load Distribution to assign the reduction/deduction to an 
established department distribution. This deletes the default distribution 
created from the Red/Ded ID you selected. Clicking this button allows 
you to choose a default distribution defined in Configuration. 

24. Select the Schedule tab. 
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The Schedule tab includes four options for determining when 
reductions/deductions are withheld. 

Select Deduct every payroll calculation to include the withholding in 
every payroll calculation until it is removed from the employee’s record 
or fully paid. 

Select Deduct only from specific payroll calculations to specify the pay 
periods in which the withholding is taken. 



Enter the period ending date(s) for the pay periods on which you want the 
reduction/deduction withheld in the grid that appears. You can enter a 
specific date(s) or click Load Schedule to use a predefined schedule. 

Select Do not deduct from specific payroll calculations to identify pay 
periods in which you do not want to withhold reductions/deductions. This 
option is not available if you marked Am ount per period as the Type on 
the General tab. 



/■& You can load a 
previously defined 
schedule by clicking Load 
Schedule. The schedules 
listed on the Load Schedule 
screen are the schedules 
defined on the Schedules tab 
of Configuration. You can 
click Clear All Dates to 
clear the grid. 
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r& You can load a 
previously defined 
schedule by clicking Load 
Schedule. The schedules 
listed on the Load Schedule 
screen are the schedules 
defined on the Schedules tab 
of Configuration. You can 
click Clear All Dates to 
clear the grid. 


Enter the period ending dates for the pay periods in which you do not 
reductions/deductions withheld in the grid that appears. You can enter a 
specific date(s) or click Load Schedule to use a predefined schedule. 

Select Deduct only during specific payroll cycles to identify specific 
payroll cycles in which you want reductions/deductions withheld. 



Select the payroll cycles in which reduction/deduction should occur. 
Payroll cycles are established on the Tables tab of Configuration in the 
Payroll Cycle table. 

25. Select the Notes tab. 



26. Enter any notes or comments you want associated with the 
reduction/deduction. 

27. From here you can choose to add additional reductions/deductions for 
other employees by selecting, File, Save and New or you can select File, 
Save and Close to exit the Create a New Record feature. 
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^ Adding a reduction/deduction from an employee record 

Adding a reduction/deduction from an employee’s record allows you to 
el im inate searching for a specific employee record; you can, however, still 
create additional reductions/deductions for other employees from without 
leaving the Add Reduction/Deduction for <employee name> screen. 

1. From Employees , open the employee record you want, and select the 
Red/Deds tab. 



2. Click New Red/Ded. The Add Reduction/Deduction for <employee 
name> screen appears with the Employee name and ID entered. 



3. Select a Red/Ded ID from the drop-down list. The description of the 
Red/Ded ID appears to the right of the field. 

After you select the Red/Ded ID, specific reduction/deduction 
information including the amount Withheld to date and the number of 
periods the reduction/deduction has been withheld, appear at the bottom 
of the tab. 
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Red/Ded IDs are 
established in 
Configuration on the 
Red/Deds tab. They are 
defined with a description, 
the General Ledger credit 
account to which the 
liability is posted, and the 
applicable tax withholdings. 
Refer to the Configuration 
chapter for detailed 
information about creating a 
Red/Ded ID. 


The Balance in last 
"Cy field displays the final 
payment amount. 


Sfc The Flex Plan tab 
'flr appears only when the 
Red/Ded ID selected on the 
General tab is a flexible 
spending plan. 


4. Select the Type of reduction or deduction. Your choices are Fixed 
Amount, Amount per period, Percentage of gross, and Percentage of 
net. Additional fields appear, depending on the Type you select. 
Complete these fields to establish the amount and the number of periods 
over which the reduction or deduction is to be taken. 

Select Fixed Amount to create a fixed amount reduction or deduction 
each pay period. This reduction/deduction remains in effect until removed 
from the employee’s record. Enter the amount that should be withheld 
each period in the Amount per period field. 

Select Amount per period to remove a total amount from an employee’s 
pay over a specified number of periods. Enter the Total amount that 
should be withheld, the Amount per period that should be withheld, and 
the total Number of periods the amount should be withheld. 

Select Percentage of gross to withhold a fixed percentage of the 
employee’s gross pay in all periods. Enter a Percentage. This 
reduction/deduction remains in effect until removed it is removed from 
the employee’s record. 

Select Percentage of net to withhold a fixed percentage of the 
employee’s after-tax pay in all periods from then on. Enter a Percentage. 
This reduction/deduction remains in effect until removed from the 
employee’s record. 

Additional information such as the amount Withheld to date, the number 
of Periods withheld, the Amount remaining to be paid, and the Periods 
remaining display at the bottom of the tab. This information varies 
depending on the Red/Ded ID you have choose and the Type. The 
program automatically updates this information when any information 
about the reduction/deduction has changed. 

5. Select the Flex Plan tab. You will have this tab only if the Red/Ded ID 
you selected is a flexible spending plan. 



6. Enter the Plan start date or click [ffl] to select a date. 

7. Enter the Employee is eligible as of date or click [S] to select a date. This 
date must be between the plan start and finish dates. 
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8. Enter the Plan end date or click [M] to select a date. 

9. Enter the Cutoff date or click [S] to select a date. The Cutoff date must 
be on or after the Plan end date. 

10. In the Changes in plan eligibility grid, you can enter when and why an 
employee’s eligibility has changed. 

11. Select the Gross tab. This tab is available only if you selected Percentage 
of gross as the Type on the General tab. 



12. Choose the pays you want to include in the gross pay from the Include 
these Pays in Gross box. Mark the checkbox next to each pay you want 
to include. 

13. Enter the correct amounts in the Start deducting when YTD gross 

reaches_field and the Stop deducting when YTD gross reaches_ 

field. 

14. If you marked the Other Pay check box in the Include these Pays in 
Gross box, you can filter the other pays you include. 

Mark the Include all other pays option to include all other pays. Mark 
Include selected other pays if you want to only include specific other 
pays. If you choose to include specific other pays, select the other pays 
you want to include from the Other pays box and move them to the 
Include these other pays box. The box lists all other pays defined in 
Configuration. 
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15. Select the Account Distribution tab 



On this tab, you select account(s) associated with the Red/Ded ID you 
selected on the General tab. If you set up default distributions for the 
reduction/deduction in Configuration, this grid is filled with the default 
information. You can edit the account distribution(s) if necessary. 

16. Complete the Credit accounts grid. In the Account Number column, 
enter the account number of the account you are crediting. The Account 
Description column fills automatically. 

17. In the Percent column, enter the percentage of the amount to apply to the 
account. 

18. In the Department column, enter the department that uses the account. 

19. You can enter any additional information in the Comment column. 

20. Click Load Distribution to assign the reduction/deduction to an 
established department distribution. This deletes the default distribution 
created from the Red/Ded ID you selected. Clicking this button allows 
you to choose a default distribution defined in Configuration. 

21. Select the Schedule tab. 
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The Schedule tab includes four options for determining when 
reductions/deductions are withheld. 

Select Deduct every payroll calculation to include the withholding in 
every payroll calculation until it is removed from the employee’s record 
or fully paid. 

Select Deduct only from specific payroll calculations to specify the pay 
periods in which the withholding is taken. 



Enter the period ending date(s) for the pay periods on which you want the 
reduction/deduction withheld in the grid that appears. You can enter a 
specific date(s) or click Load Schedule to use a predefined schedule. 

Select Do not deduct from specific payroll calculations to identify pay 
periods in which you do not want to withhold reductions/deductions. This 
option is not available if you marked Am ount per period as the Type on 
the General tab. 



/■& You can load a 
previously defined 
schedule by clicking Load 
Schedule. The schedules 
listed on the Load Schedule 
screen are the schedules 
defined on the Schedules tab 
of Configuration. You can 
click Clear All Dates to 
clear the grid. 
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r& You can load a 
previously defined 
schedule by clicking Load 
Schedule. The schedules 
listed on the Load Schedule 
screen are the schedules 
defined on the Schedules tab 
of Configuration. You can 
click Clear All Dates to 
clear the grid. 


Enter the period ending dates for the pay periods in which you do not 
reductions/deductions withheld in the grid that appears. You can enter a 
specific date(s) or click Load Schedule to use a predefined schedule. 

Select Deduct only during specific payroll cycles to identify specific 
payroll cycles in which you want reductions/deductions withheld. 



Select the payroll cycles in which reduction/deduction should occur. 
Payroll cycles are established on the Tables tab of Configuration in the 
Payroll Cycle table. 

22. Select the Notes tab. 



Enter any notes or comments you want associated with the 
reduction/deduction. 

23. From here you can choose to add additional reductions/deductions for 
other employees by selecting, File, Save and New or you can select File, 
Save and Close to exit 

^ Editing a reduction/deduction 

1. From an employee record, select the Red/Deds tab. 

2. Highlight the reduction/deduction you want to edit. 
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3. Click Open. The Reduction/Deduction screen appears. 

4. Make any necessary changes. 

5. Select File, Save. 

^ Deleting a reduction/deduction 

You can only delete a reduction/deduction if it is not in use on a record. 

1. From an employee record, select the Red/Deds tab. 

2. Highlight the reduction/deduction you want to delete. 

3. Click Delete. A confirmation message appears. 

4. Click Yes. The reduction/deduction is deleted. 


^ Using the reduction/deduction filter feature 

Using the reduction/deduction filter feature allows you to view specific 
reduction/deduction types on an employee’s Red/Deds tab. This filter can 
changed at any time. This can be especially helpful if you have a large number 
of reductions/deductions and you only want to view particular 
reductions/deductions based on reduction/deduction type. 

1. Open an employee record and select the Red/Deds tab. 



2. In the Reduction/Deduction type field, select the type of the 

reduction/deduction you want to view. The only reductions/deductions 
listed on the Red/Deds tab are those that contain the status you selected 
from the drop-down list. 


You can click on the 
k—J header of any column to 
view action information in 
ascending or descending 
order. 


r& To view all 

reductions/deduction, 
select <A11 Red/Deds> from 
the Reduction/Deduction 
type drop-down list. 
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^ Viewing reduction/deduction properties 

1. From Employees , open a reduction/deduction record. Select File, 
Properties. The Reduction/Deduction Properties screen appears. 



This screen lists the Employee name, Reduction/Deduction ID, Date 
added, Last changed on, Added by, Last changed by, and Import ID 

for the current reduction/deduction. 

2. Click OK to return to the Red/Deds tab. 
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Payroll gives you the flexibility to calculate payroll for one employee, selected 
employees, or all the employees in your organization. Prior to running your 
checks, you can review, edit, and delete the calculations. 

Calculating Payroll 

You can calculate payroll from two areas of the Employees module: 

• From the File menu of the main Employees screen (select File, Calculate 
Payroll, Create Calculations). 

or 

• From an employee record (select File, Calculate Payroll, Create 
Calculations with an employee record open). 

Calculating Payroll from the Employees 
Main Screen 

There are several payroll calculation options you can use when calculating payroll 
from the main employees screen. You can choose to create a standard calculation, 
one-time calculation, or a time sheet calculation. 

Creating a standard calculation allows you to calculate your regular payroll. You 
can use these calculations to print your payroll checks. 

^ Creating a standard payroll calculation 

1. From Employees, select File, Calculate Payroll, Create Calculations. 
The Calculate Payroll screen appears. 



2. Click Include. From here you can choose to calculate payroll for All 
Employees, Selected Employees, or One Employee. 
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If you choose Selected Employees, the Select an Employee screen 
appears. Choose the query containing the appropriate employees and click 
Open. The Calculate Payroll screen reappears with the name of the 
employee query next to the Include button. 

If you choose One Employee, the Payroll - Select an employee screen 
appears. Highlight the correct employee and click Open. The Calculate 
Payroll screen appears with the name of the employee next to the Include 
button. 

3. Mark Standard calculations. 

4. In the Create Calculations for field, select to create calculations for both 
pay types (both hourly and salaried employees), hourly Employees, or 
salaried Employees. 

5. In the Period ending date field, enter the last day of the pay period. 

6. Enter the Pay date. 

7. Designate the number of pay periods you want to calculate in the 
Calculate payroll for _ period(s) field. 

8. Select a payroll cycle from the Create calculations using this payroll 
cycle drop-down list. Payroll cycles are created on the Tables tab of 
Configuration. 

9. If you want to print separate checks for each of the calculations, mark the 
appropriate checkbox. 

10. If you want Payroll to create an exception query of employees whose 
payroll calculations could not be created, mark the Create exception 
query checkbox. 

11. Select the Status tab. On this tab, you can filter employees by status. 



^3 


You can click [jjg] to 
access the calendar. 


You can also click 
Next to advance to the 
Status tab. 
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r& You can click Create 
'ey Calculations Now to 
immediately process payroll 
calculations. 


£ 


You can click Back to 
view the previous tab. 


12. Mark Include all statuses or Include only selected statuses. If you mark 
Include only selected statuses, highlight the statuses you want to include 
and move them from the All statuses box to the Include these statuses 
box using the arrow buttons. 

13. Select the Pay Frequencies tab. 



14. Mark Include all pay frequencies or Include only selected pay 
frequencies. If you mark Include only selected pay frequencies, 
highlight the pay frequencies you want to include and move them from 
the All pay frequencies box to the Include these pay frequencies box 
using the arrow buttons. 
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15. Select the Departments tab. 



16. Choose to calculate payroll for all or selected departments, by marking 
Include all departments or Include only selected departments. If you 
mark Include only selected departments, highlight the departments you 
want to include and move them from the All departments box to the 
Include these departments box using the arrow buttons. 

17. Select the Summary tab. 


/■& You can click Cancel 
to exit the Calculate 
Payroll process. 
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I If you marked the 

' Create exception 


query checkbox on the 
General tab, the Save Static 
Query screen will appear 
before the Create 
Calculations screen. You 
should provide a Query 
name for the exception 
query and chck OK. 


The Payroll 

"C*/ Calculation Results 
screen is display only and 
cannot be altered. 


This tab lists all of the employees that will be included in the calculation. 
By default the checkbox in the Create? column is marked for each 
employee record. This tells the program to calculate payroll for the 
employee. If there are employees for which you do not want to create a 
calculation, clear the checkbox in their Create? column. You can click 
Select All to mark all of the checkboxes in the Create? column. You can 
click Deselect All to clear all of the checkboxes in the Create? column. 

18. Click Create Calculation Now. A processing screen appears. When the 
calculations are complete, the Create Calculations screen appears. 



This screen lists the number of Employees processed, the number of 
Calculations created, and the number of Calculations not created. 

19. Click OK. The Payroll Calculation Results appear. 






















Calculate Payroll ^3 01^7 


From this screen you can Open an employee’s calculation, Delete an 
employee’s calculation, or Print the details of the payroll calculation for 
each record. 

You can filter which departments and pay types are listed in the grid by 
selecting a department or pay type from the drop-down list at the top of 
the screen. 

You can delete payroll calculations for an employee by marking the 
Delete? checkbox. You can click Select to have the program mark the 
Delete? checkbox for each employee listed. You can click Deselect All to 
have the program clear the checkbox for each employee listed. 

You can click Close to exit the Payroll Calculation Results screen. 

^ Creating a one-time payroll calculation 

1. From Employees, select File, Calculate Payroll, Create Calculations. 
The Calculate Payroll screen appears. 


You can double click 
on an employee to see 
the payroll calculation for 
the employee. You can alter 
the employee’s payroll 
calculation from this screen. 
For more information about 
this procedure, see the 
“Viewing payroll 
calculation results” on 
page 311. 



2. Click Include. From here you can choose to calculate payroll for All 

Employees, Selected Employees, or One Employee. 

If you choose Selected Employees, the Select an Employee screen 
appears. Choose the query containing the appropriate employees and click 
Open. The Calculate Payroll screen reappears with the name of the 
employee query next to the Include button. 

If you choose One Employee, the Payroll - Select an employee screen 
appears. Highlight the correct employee and click Open. The Calculate 
Payroll screen appears with the name of the employee next to the Include 
button. 
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r& Because you are 

calculating a one-time 
calculation, the Calculate 
payroll for _ period(s) and 
the Create calculations 
using this payroll cycle 
fields cannot be edited. 


r& You can also click 
Next to advance to the 
Status tab. 


/-& You can click Create 
Calculations Now to 
immediately process payroll 
calculations. 


3. Mark One-time calculations. 

If you select the One-time calculations option, you also have the 
opportunity to make the calculation an other pay. To do this, select an 
Other pay ID from the drop-down list and enter an Amount. 

4. In the Create Calculations for field, select to create calculations for both 
pay types (both hourly and salaried employees), hourly Employees or 
salaried Employees. 

5. In the Period ending date field, enter the last day of the pay period. 

6. Enter the Pay date. 

7. If you want to print separate checks for each of the calculations, mark the 
appropriate checkbox. 

8. If you want to create an exception query of payroll calculations that could 
not be created, mark the Create exception query checkbox. 

9. Select the Status tab. On this tab, you can filter employees by status. 



10. Mark Include all statuses or Include only selected statuses. If you mark 
Include only selected statuses, highlight the statuses you want to include 
and move them from the All statuses box to the Include these statuses 
box using the arrow buttons. 

















Calculate Payroll ^3 03^? 


11. Select the Pay Frequencies tab. 



12. Mark Include all pay frequencies or Include only selected pay 
frequencies. If you mark Include only selected pay frequencies, 
highlight the pay frequencies you want to include and move them from 
the All pay frequencies box to the Include these pay frequencies box 
using the arrow buttons. 

13. Select the Departments tab. 



£ 


You can click Back to 
view the previous tab. 
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r& You can click Cancel 
"C*/ to exit the Calculate 
Payroll process. 


14. Choose to calculate payroll for all or selected departments, by marking 
Include all departments or Include only selected departments. If you 
mark Include only selected departments, highlight the departments you 
want to include and move them from the All departments box to the 
Include these departments box using the arrow buttons. 

15. Select the Summary tab. 



This tab lists all of the employees that will be included in the calculation. 
By default the checkbox in the Create? column is marked for each 
employee record. This tells the program to calculate payroll for the 
employee. If there are employees for which you do not want to create a 
calculation, clear the checkbox in their Create? column. You can click 
Select All to mark all of the checkboxes in the Create? column. You can 
click Deselect All to clear all of the checkboxes in the Create? column. 
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16. Click Create Calculation Now. A processing screen appears. When the 
calculations are complete, the Create Calculations screen appears. 



This screen lists the number of Employees processed, the number of 
Calculations created, and the number of Calculations not created. 

17. Click OK. The Payroll Calculation Results appear. 



From this screen you can Open an employee’s calculation, Delete an 
employee’s calculation, or Print the details of the payroll calculation for 
each record. 

You can filter which departments and pay types are listed in the grid by 
selecting a department or pay type from the drop-down list at the top of 
the screen. 

You can delete payroll calculations for an employee by marking the 
Delete? checkbox. You can click Select to have the program mark the 
Delete? checkbox for each employee listed. You can click Deselect All to 
have the program clear the checkbox for each employee listed. 

18. You can click Close to exit the Payroll Calculation Results screen. 


; If you marked the 
F Create exception 


query checkbox on the 
General tab, the Save Static 
Query screen will appear 
before the Create 
Calculations screen. You 
should provide a Query 
name for the exception 
query and click OK. 


The Payroll 
Calculation Results 
screen is display only and 
cannot be altered. 


y& You can double click 
on an employee to see 
the payroll calculation for 
the employee. You can alter 
the employee’s payroll 
calculation from this screen. 
For more information about 
this procedure, see the 
“Viewing payroll 
calculation results” on 
page 311. 
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^ Creating a time sheet payroll calculation 

1. From Employees, select File, Calculate Payroll, Create Calculations. 
The Calculate Payroll screen appears. 



2. Click Include. From here you can choose to calculate payroll for All 

Employees, Selected Employees, or One Employee. 

If you choose Selected Employees, the Select an Employee screen 
appears. Choose the query containing the appropriate employees and click 
Open. The Calculate Payroll screen reappears with the name of the 
employee query next to the Include button. 

If you choose One Employee, the Payroll - Select an employee screen 
appears. Highlight the correct employee and click Open. The Calculate 
Payroll screen appears with the name of the employee next to the Include 
button. 

3. Mark Time sheet calculations. 

4. In the Create Calculations for field, select to create calculations for both 
pay types (people who are both hourly and salaried employees), hourly 
Employees or salaried Employees. 

5. In the Period ending date field, enter the last day of the pay period. 

6. Enter the Pay date. 

7. Designate the number of pay periods you want to calculate in the 

Calculate payroll for _ period(s) field. 

8. Choose the date range for which you are creating calculations. 

You can choose from All Dates or Specific Dates. If you choose Specific 
Dates, you must enter a Start Date and an End Date. 
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9. Select a payroll cycle from the Create calculations using this payroll 
cycle drop-down list. Payroll cycles are created on the Tables tab of 
Configuration. 

10. If you want to print separate checks for each of the calculations, mark the 
appropriate checkbox. 

11. If you want to create an exception query of payroll calculations that could 
not be created, mark the Create exception query checkbox. 

12. Select the Status tab. On this tab, you can filter employees by status. 



13. Mark Include all statuses or Include only selected statuses. If you mark 
Include only selected statuses, highlight the statuses you want to include 
and move them from the All statuses box to the Include these statuses 
box using the arrow buttons. 


/■& You can also click 
Next to advance to the 
Status tab. 


You can click Create 
Calculations Now to 
immediately process payroll 
calculations. 
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14. Select the Pay Frequencies tab. 



C Include all pay frequencies 
All pay frequencies: _ 

Annually 

Quarterly 

Monthly 

Semi-monthly 

Bi-weekly 

Weekly 

Daily 

Special 


<• Include only selected pay frequencies 

ndude these pay frequencies: 


» 




□ 


< Back | Next > | Cancel | 


Create Calculations Now | 


^5 


You can click Back to 
view the previous tab. 


15. Mark Include all pay frequencies or Include only selected pay 
frequencies. If you mark Include only selected pay frequencies, 
highlight the pay frequencies you want to include and move them from 
the All pay frequencies box to the Include these pay frequencies box 
using the arrow buttons. 

16. Select the Departments tab. 
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17. Choose to calculate payroll for all or selected departments, by marking 
Include all departments or Include only selected departments. If you 
mark Include only selected departments, highlight the departments you 
want to include and move them from the All departments box to the 
Include these departments box using the arrow buttons. 

18. Select the Time Sheets tab. 



19. Choose to calculate payroll for all or selected time timesheet batches, by 
marking Include all time sheet batches or Include only selected time 
sheet batches. If you mark Include only selected time sheet batches, 
highlight the timesheet batches you want to include and move them from 
the All time sheet batches box to the Include these time sheet batches 
box using the arrow buttons. 


You can click Cancel 
to exit the Calculate 
Payroll process. 
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20. Select the Summary tab. 



3R£ If you marked the 
^ Create exception 
query checkbox on the 
General tab, the Save Static 
Query screen will appear 
before the Create 
Calculations screen. You 
should provide a Query 
name for the exception 
query and click OK. 


The Payroll 

"Ci/ Calculation Results 
screen is display only and 
cannot be altered. 


This tab lists all of the employees that will be included in the calculation. 
By default the checkbox in the Create? column is marked for each 
employee record. This tells the program to calculate payroll for the 
employee. If there are employees for which you do not want to create a 
calculation, clear the checkbox in their Create? column. You can click 
Select All to mark all of the checkboxes in the Create? colu mn . You can 
click Deselect All to clear all of the checkboxes in the Create? colu mn . 

21. Click Create Calculation Now. A processing screen appears. When the 
calculations are complete, the Create Calculations screen appears. 



This screen lists the number of Employees processed, the number of 
Calculations created, and the number of Calculations not created. 
























Calculate Payroll 


22. Click OK. The Payroll Calculation Results appear. 



From this screen you can Open an employee’s calculation, Delete an 
employee’s calculation, or Print the details of the payroll calculation for 
each record. 

You can filter which departments and pay types are listed in the grid by 
selecting a department or pay type from the drop-down list at the top of 
the screen. 

You can delete payroll calculations for an employee by marking the 
Delete? checkbox. You can click Select to have the program mark the 
Delete? checkbox for each employee listed. You can click Deselect All to 
have the program clear the checkbox for each employee listed. 

23. You can click Close to exit the Payroll Calculation Results screen. 

^ Viewing payroll calculation results 

1. From the Payroll Calculation Results screen, highlight an employee you 
want to view. 


You can double click 
on an employee to see 
the payroll calculation for 
the employee. You can alter 
the employee’s payroll 
calculation from this screen. 
For more information about 
this procedure, see the 
“Viewing payroll 
calculation results” on 
page 311. 
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2. Click Open. The Payroll Calculation screen for the employee appears. 



You can also edit 
payroll calculations 
from the Payroll Calculation 
Results screen. 


3. Click through the series of tabs (Calculation Summary, Wages, Taxes, 
Distribution, Other Pay, and Red/Deds) to view the details of the payroll 
calculation just completed. 

^ Editing a payroll calculation 

1. From Employees, select File, Calculate Payroll, Edit Calculations. The 
Edit Calculations screen appears. 

2. Highlight an employee you want to edit and click Open. The Payroll 
Calculation screen for the employee appears. 


File Edit View Calculation 

1 

Help 




Pi Save and Close -1 Fjl 

l< 

1 < ► M f 




Calculation Summary | Wages | lanes | Distribution | Other Pay | Red/Deds | 


Name: Mr. Tom Anderson 
ID: TA123 


Pr 

iriod ending: 11/9/99 

Pay date: 11/9/99 

(• Hours and earnings 

C Reductions (pre-tax) 

C Taxes 

r Deductions (after-tax) 

C Adjusted gross summary 
C Employer expenses 


Earnings Type | 

Rate | H 

—; 

Imount 



80,00 

$1,119.23|l 

Coaching, BaseBall 

n/a| 


$50.00 


Period | Gross Wages | 


Reductions | Taxable Wages | 

Taxes | 

Deductions | 

Net Pay | 

Current $1,169.23 


$69,15 $1,100.08 

$245.67 

$0.00 

$854.41 

j YTD $3,596.69 


$207.45 $3,389.24 

$743.82 

$0.00 

$2,645.42 

I - Print a separate check for this calculation 




Payroll cycle: All cycles 


Check number: N/A 

Check date: N/A 
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3. Click through the series of tabs (Calculation summary, Wages, Taxes, 
Distribution, Other Pay, and Red/Deds) and make any necessary changes. 
Please see the reference section for more information on these tabs. 

4. Click Save and Close to save your changes. 

^ Deleting a payroll calculation 

You can only delete the most current calculation. Deleting calculations that 
are not the most current may affect the accuracy of your tax information. If 
you attempt to delete a calculation that is not the most current, a warning 
screen appears; however, you can still delete the calculation. 

1. From the Payroll Calculations screen highlight the calculation you want 
to delete. 

2. Click Delete. The following screen appears if you have existing 
calculations. 



Be sure this does not affect the accuracy of your tax information. 

3. Click Yes. The record is deleted. 


^ Globally deleting a payroll calculation 

1. From the Employees module select File, Calculate Payroll. 

2. From the submenu select Globally Delete Calculations. The following 
screen appears. 



3. On the General tab select which employees to include in the global 
deletion. 


Click Delete Now to 
Y*' immediately delete the 
selected records. 
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3^5 To insure the integrity 
^ of your database, be 
sure you want to globally 
delete the calculation. Once 
you delete the calculation it 
needs to be reentered. 


4. In the Delete Calculations with this Date frame enter the period ending 
date. 

5. Select the Summary tab. 



This tab lists all of the employees who will be deleted. By default the 
checkbox in the Delete? column is marked for each employee record. If 
there are any employees you do not want to delete, clear the checkbox in 
their Delete? colu mn . You can click Select All to mark all of the 
checkboxes in the Delete? colu mn . You can click Deselect All to clear all 
of the checkboxes in the Delete? colu mn . 

6. Click Delete Now and the global deletion occurs for the pay period that 
ends on this date. 

When the global deletion is complete, a confirmation screen appears 
displaying the number of records deleted. 
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^ Creating a payroll calculation from an employee record 

1. From the employee record select the Activity tab. 



2. Click New Calculation. The Calculate Payroll screen appears. 


Step L General J 

_| Employee Mi. Tom Anderson 


■3 


(• Standard calculations C One-time calculations 

C Time sheet calculations 

Create calculations for | salaried Employees 


Period ending date: 102/14/2000 Jllj 

| Other pay ID:|pBaH 

Pay date: |02/14/2000^^[ 

Calculate payroll fot [i period(s) 



Create calculations using this payroll cycle: | 

dm 

|“ Print separate checks for each of these calculations 

V Create exception query 

| Cancel | 

Create Calculations Now | 


3. Select Standard calculations if you want to calculate your usual payroll. 

Mark One-time calculations if you want to calculate a special payroll. 
This is helpful if your organization gives bonuses. 

Mark Time sheet calculations if you want to calculate payroll based on a 
timesheet. 

4. In the Period ending date field, enter the last day of the pay period. 

5. Enter the Pay date. 


To view unpaid 
calculations, select 

Unpaid Calculations from 
the drop-down list. 


/A The Create 
' ~ J calculations for field 
cannot be edited regardless 
of the type of calculation 
you are creating. 
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r& To view the calculation 
details of a paycheck, 
highlight the paycheck and 
right click. Then select View 
Calculation. 


6. Enter the number of periods for which you are calculating payroll in the 

Calculate payroll for _ periods field. 

You do not have the option to enter information in this field if you are 
creating One-time calculations. 

7. Select a payroll cycle from the Create calculations using this payroll 
cycle drop-down list. Payroll cycles are created on the Tables tab of 
Configuration. 

You do not have the option to enter information in this field if you are 
creating One-time calculations. 

8. If you select the One-time calculations option, you also have the 
opportunity to make the calculation an other pay. To do this, select an 
Other pay ID from the drop-down list and enter an Amount. 

9. If you are creating a time sheet calculation, choose the date range for 
which you are creating calculations. 

You can choose from All Dates or Specific Dates. If you choose Specific 
Dates, you must enter a Start Date and an End Date. 

10. If you want to print separate checks for each of the calculations, mark the 
appropriate checkbox. 

11. If you want to create an exception query of payroll calculations that could 
not be created, mark the Create exception query checkbox. 

12. Click Create Calculation Now. A processing screen appears. When the 
calculations are complete the Create Calculations screen appears. 



This screen lists the number of employees processed, the number of 
calculations created, and the number of calculations not created. If you 
marked the Create exception query checkbox, the exception query 
details the reasons for failed calculations. 
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From this screen you can Open the employee’s calculation, Delete the 
employee’s calculation, or Print the details of the employee’s payroll 
calculation. 

You can filter which departments and pay types are listed in the grid by 
selecting a department or pay type from the drop-down list at the top of 
the screen. 

You can delete the payroll calculations for the employee by marking the 
Delete? checkbox. You can click Select to have the program mark the 
Delete? checkbox for the employee listed. You can click Deselect All to 
have the program clear the checkbox for the employee listed. 

14. You can click Close to exit the Payroll Calculation Results screen. 

For information on viewing, editing, and deleting the payroll calculation 
results, please see the viewing calculation results procedure on page 311, 
the editing payroll calculation procedure on page 312, and the deleting a 
payroll calculation procedure on page 313. 

^ Editing an unpaid payroll calculation from an employee record 

1. From an employee record, select the Activity tab. 


The Payroll 
Calculation Results 
screen is display only and 
cannot be altered. 


ftp* You can view payroll 
v_J calculations for an 
employee by right clicking 
anywhere in the Activity tab 
and selecting View 
Calculation. 
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/-& To view the calculation 
details of a paycheck, 
highlight the paycheck and 
right click. Then select View 
Calculation. 


2. From the drop-down list in the upper right comer of the tab, select 
Unpaid Calculations. All unpaid calculations for the employee appear. 



3. Highlight the unpaid calculation you want to edit. 

4. Click Open. The Payroll Calculation for <employee name> screen 
appears. 



5. Click through the series of tabs (Calculation summary, Wages, Taxes, 
Distribution, Other Pay, and Red/Deds) and make any necessary changes. 

6. Click Save and Close to save your changes. 

^ Deleting an unpaid payroll calculation from an employee record 

You can only delete the most current calculation. Deleting calculations that 
are not the most current may affect the accuracy of your tax information. If 
you attempt to delete a calculation that is not the most current, a warning 
screen appears; however, you can still delete the calculation. 
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1. From an employee record, select the Activity tab. 

2. From the drop-down list in the upper right comer of the tab, select 
Unpaid Calculations. All unpaid calculations for the employee appears. 



3. Highlight the unpaid calculation you want to delete. 

4. Click Delete. The following screen appears. 



5. Click Yes. 

^ Editing a check 

1. From an employee record, select the Activity tab. 

2. From the drop-down list in the upper right comer of the tab, select 
Checks. 

3. Highlight the check you want to edit. 
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4. Click Open. The check appears. 



On the General tab, you can change the Post status/date and enter the 
date the check cleared. 

5. Select the GL Distribution tab. 



6. In the Show drop-down list, you can select the account types you view in 
the grid. You can choose from <A11 Accounts>, Asset Accounts, 
Expense Accounts, and Liability Accounts. You can view the interfund 
entries associated with the check by clicking Interfund Entries. If you 
have Project, Grant, and Endowment Management installed, you can 
click Projects to view any projects associated with the check. 
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Here you can view the Gross pay, Reductions, Taxes, Deductions, and 
Net Pay information. You can enter any comments in the Notes box. 

8. Click Close. The program saves your changes. 


^ Voiding a check 

1. From an employee record, select the Activity tab. 

2. From the drop-down list in the upper right comer of the tab, select 

Checks. 

3. Highlight the check that you want to void. 

4. Click Open. The employee’s check appears. 
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r % You can delete the 
"C*/ calculation by marking 
the checkbox in the Delete? 
column. 


5. Click Void Transaction. The Void check screen appears. 



6. Enter a Void date. The current date appears in the field; however, you can 
enter another date. 

7. Click Void. You are returned to the Activity tab. Notice that the check has 
been deleted. 

P Filtering checks 

1. From Employees, open an employee record and select the Activity tab. 



2. Select Checks from the drop-down list. 
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3. Click Filters. The Check Filters screen appears. 



4. If you want to filter checks based on the date of the check, enter the From 
and To dates in the Check Dates frame. Once you add the From and To 
dates, click OK. Notice that the Check Date of the checks listed on the 
Activity tab fall within the date range you entered on the Check Filters 
screen. 

5. If you want to filter checks based on the Check Numbers, enter the 
From and To numbers in the Check Numbers frame. Once you add the 
From and To numbers, click OK. Notice that the check numbers of the 
checks listed on the Activity tab fall within the check number range you 
entered on the Check Filters screen. 

6. If you want to filter checks based on the amount of the check, enter the 
From and To amounts in the Check Amounts frame. Once you have 
added the From and To amounts, click OK. Notice that the Amount of 
the checks listed on the Activity tab fall within the check amounts you 
entered on the Check Filters screen. 

7. If you want to filter checks based on the post date of the check, enter the 
From and To dates in the Post Dates frame. Once you have added the 
From and To dates, click OK. Notice that the Post Date of the checks 
listed on the Activity tab fall within the post dates you entered on the 
Check Filters screen. 

8. If you want to filter checks based on the post status of the check, mark Do 
not post, Not yet posted, and/or Posted in the Post Status frame. Once 
you have marked the appropriate checkbox(es), click OK. Notice that the 
Post Status of the checks listed on the Activity tab fall correspond to the 
checkbox(es) you marked on the Check Filters screen. 

9. If you want to filter checks based on the status of the check, mark 
Outstanding or Cleared in the Status frame. Once you have marked the 
appropriate checkbox(es), click OK. Notice that the Status of the checks 
listed on the Activity tab fall correspond to the checkbox(es) you marked 
on the Check Filters screen. 


/~& To remove the filters 
from the Activity tab, 
click the Clear All Filters 
button on the Check Filters 


e You can use each one 
of the check filters 
separately or together to 
filter checks. 


y-S To remove the filters 
from the Activity tab, 
click the Clear All Filters 
button on the Check Filters 
screen. 
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at® To remove the filters 
from the Activity tab, 
click the Clear All Filters 
button on the Calculation 
Filters screen. 

51 You can use each one 
J of the calculation filters 
separately or together to 
filter calculations. 


a: 


^ Filtering unpaid calculations 

1. From Employees, open an employee record and select the Activity tab. 



2. Select Unpaid Calculations from the drop-down list. 

3. Click Filters. The Activity Filters screen appears. 



4. If you want to filter calculations based on the period ending dates, enter 
the From and To dates in the Period Ending Dates frame. Once you add 
the From and To dates, click OK. Notice that the Period Ending date for 
the calculation listed on the Activity tab fall within the date range you 
entered on the Calculation Filters screen. 

5. If you want to filter calculations based pay dates, enter the From and To 
dates in the Pay Dates frame. Once you have added the date range, click 
OK. Notice that the Pay Date of the calculations listed on the Activity tab 
fall within the pay date range you entered on the Calculation Filters 
screen. 
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6. If you want to filter calculations based net pay, enter the pay range in the 
Net Pay frame. Once you have added the From and To amounts, click 
OK. Notice that the Net Pay of the calculations listed on the Activity tab 
fall within the net pay range you entered on the Calculation Filters screen. 

7. If you want to filter calculations based other pay, select the Other Pays 
tab. The other pays listed are the ones you defined on the Other Pays tab 
of Configuration. 

Mark Show all activity if you want to view all calculations regardless of 
the other pay type. Mark Only show activity that includes selected 
other pays if you want to view specific other pays with activity. 

If you choose the Only show activity that includes selected other pays 
option, select the other pays you want to view by moving them from the 
All other pays box to the Include these other pays box. 

8. If you want to filter calculations based reductions/deductions, select the 
Reductions/Deductions tab. 



The reductions/deductions listed are the ones you defined on the 
Red/Deds tab of Configuration. Mark Show all activity if you want to 
view all calculations regardless of the reduction/deduction type. 

Mark Only show activity that includes selected red/deds if you want to 
view specific reductions/deductions with activity. 

If you choose the Only show activity that includes selected red/deds 
option, select the reductions/deductions you want to view by moving 
them from the All red/deds box to the Include these red/deds box. 

9. Click OK. The program processes the filtering information and returns to 
the Activity tab with the filters applied. 

^ Summarizing checks 

1. From the employee record, select Checks from the drop-down list in the 
upper right comer of the tab. 
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2. Click Summary. The following screen appears, with the Activity tab 
selected. 


m 


Attendance i Activity ij 


Gross Pay 
$2,238.46 




Click Filters to access 
the Check Filters 
screen. From this screen you 
can filter the information 
you view on the Activity 
tab. For information on 
using this filter, see the 
“Filtering checks” on 
page 322. 


3. This tab lists the pay Types paid to the employee to date and lists the 
Amount of each type paid. 

4. Select the Attendance tab. 



Here, you can view a summary of the employee’s attendance inform a tion 
year. 
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In the Include these Attendance Dates frame, you can filter the 
attendance information you view. You can view Attendance accrued 
through Today, a <Specific Date>, or the End of This Calendar Year. 
If you choose <Specific Date>, a date field appears to the right. Enter a 
date and the screen updates to the correct attendance information. 

In the Attendance record dates field, you can choose from <Specific Date 
Range>, Current Month, Last Month, <Specific Month>, Current 
Calendar Year, or Last Calendar Year. If you choose <Specific Date 
Range>, From and to fields appear to the right. Enter a date and the 
screen updates to the correct attendance infomercial. If you choose 
<Specific Month>, select a Month from the drop-down list that appears 
to the right. The screen updates to the correct attendance information. 

5. Click Close to exit the Summary Information screen. 

^ Print the Payroll Register 

1. From the Payroll Calculation Results screen, click Print Register. The 
select a Parameter File screen appears. 



2. Highlight a parameter file and click Select. The Payroll Register Report 
previews to the screen. Click [#]. 
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Payroll makes it easy to track attendance. Since you may have different 
attendance plans for your staff based upon years of service, status within the 
company or different employment schedules, Payroll allows you to create 
different attendance plans to meet your needs. This feature allows you to keep 
track of employee attendance in a quick, organized, and easy to manage way. You 
can add new attendance plans, change individual employee records, and globally 
add an attendance record with this feature. This chapter details how to add 
attendance plans and attendance records to employees. For information on adding 
attendance plans to your Payroll system, please see the Attendance Plans section 
in the Configuration chapter of this guide. 

Attendance Plans 


^ Adding an attendance plan 

1. From Employees, select the Attendance tab. 
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3. Click New Attendance Plan. The Add Attendance Plan for <employee 
name> screen appears. 



4. The Employee name is entered for the current employee. The employee’s 
ID is listed to the right of this field. If you want to add an attendance plan 
for a different employee, select the employee by clicking g. 

5. Select a Plan ID from the drop-down list. The Add Attendance Plan 
screen updates with the attendance plan information from Configuration 
entered. 

6. Enter the effective date of the plan in the These settings will become 
effective on field. 

7. If your attendance plan is based on accrual, you will have a Accrue over 
_ months field. Enter the number of months over which attendance 
should accrue. 

8. In the Attendance grid, you should enter the Max Carryover per Year, 
Max Total Carryover, Accrued per Year, and Maximum Available 
for the employee. 

9. When you are finished entering information, select File, Save and Close. 
You are returned to the Attendance tab. 


y& A description of the 
attendance plan is 
listed to the right of the Plan 
ID. 


If the employee has 
any time carried over 
from a previous year, this 
information is displayed in 
the Initial Carryover field. 


^ Editing an attendance plan 

1. From Employees, select the Attendance tab. 

2. In the view drop-down list, select Attendance Plans. 

3. Highlight the attendance plan you want to edit. 

4. Click Open. The attendance plan appears. 

5. Make any necessary changes. 

6. Select File, Save. 























^ Deleting an attendance plan 

You can only delete an attendance plan if it is not in use on any record. 

1. From Employees, select the Attendance tab. 

2. In the view drop-down list, select Attendance Plans. 

3. Highlight the attendance plan you want to delete. 

4. Click Delete. A con fir mation message appears. 

5. Click Yes. The plan is deleted and you are returned to the Attendance tab. 

^ Viewing an attendance plan 

1. From Employees, open an employee record and select the Attendance tab. 
The following screen appears. 



2. In the View field select Attendance Plans. Now you can view the 
attendance plans associated with employee. 

Attendance Records 

There are three ways to add attendance records, from the Create New Record 
screen of Employees, from an employee record, and globally. 

^ Adding an attendance record 

Adding an attendance record from the Create a New Record screen allows 
you to create an attendance record for one employee after another. 
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1. From Employees, select File, New. The following screen appears. 



2. In the What type of record do you want to add? box, select 
Attendance. 

3. If you have any defaults you want to use on the attendance record, select a 
default from the Load defaults from drop-down list and mark the Load 
all defaults checkbox if appropriate. 

4. Click OK. The Add Attendance Record screen appears. 



For information on 
adding defaults, see 
“Defaults” on page 234. 
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/-& In Configuration, you 
"'J can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 of 
Configuration. 


5. In the Employee name field, enter the name of the employee receiving 
the disbursement or click H to find an employee. If you search for an 
employee by clicking [M], the Payroll - Open screen appears. 



In the filter fields located at the bottom of the screen, enter information 
helpful in locating the employee. For example, in the Employee last 
name field, enter “Anderson” and click Find Now. All employees with 
the last name “Anderson” then appear. Highlight the appropriate 
employee and click Open. The program returns to the Add Attendance 
Record screen, with the Employee name and ID number entered. 

6. Select an Attendance ID from the drop-down list. If the Attendance ID 
you want to use is not listed, you can enter it in the field and it is 
automatically added to the Attendance ID table in Configuration. 

7. Enter a Start Date and End Date. You can click g] to access the 
calendar. 

8. In the A total of field, calculate the total number of hours the employee 
Used or Credited. 

9. In the Comment field, add any comments about the attendance record. 
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10. Select the Distribution tab. 



The grid is automatically filled. You can click Distribute Evenly to 
distribute to distribute the Hours evenly between the days listed. 

11. Select the Attributes/Notes tab. The following screen appears. 



In Reports, you can run 
an Employee 

Attendance History Report 
that lists employee 
attendance based on the day 
of the week. 


In Reports, you can run 
an Attendance 
Statistical Report that lists 
percentage of attendance 
codes used on each day of 
the week. 


12. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
action. 

13. In the Description column, enter a description or the description may fill 
automatically. The Short Description column fills when you enter the 

Description. 


If you only want one 
attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 
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r& Depending on how the 
attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


14. Enter the Date and Comment in formation about the attribute. 

15. If you want, enter any notes about the attendance record in the Notes box. 

16. Select File, Save to save the attendance record. From here you can choose 
to add additional attendance records for other employees by selecting 
File, Save and New or you can select File, Save and Close to exit the 
Create a New Record feature. 


^ Adding an attendance record from the employee record 

Adding an attendance plan from an employee’s record allows you to eliminate 
searching for a specific employee record. You can however, still add 
additional attendance records for other employees from without leaving the 
Add Attendance Record for <employee name> screen. 

1. From Employees, open an employee record and select the Attendance tab. 
The following screen appears. 
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3. Select New Attendance Record. The Add Attendance Record for 
Employee’s name> screen appears, with the Employee’s name and ID 
automatically displayed 



4. Select an Attendance ID from the drop-down list. If the Attendance ID 
you want to use is not listed, you can enter it in the field and it is 
automatically added to the Attendance ID table in Configuration. 

5. Enter a Start Date and End Date. You can click gj] to access the 
calendar. 

6. In the A total of field, calculate the total number of hours the employee 
Used or Credited. 

7. In the Comment field, add any comments about the attendance record. 

8. Select the Distribution tab. 



In Configuration, you 
E' can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 of 
Configuration. 


^5 


The Start date field 
defaults to the current 


date. 


In Reports, you can run 
an Employee 

Attendance History Report 
that lists employee 
attendance based on the day 
of the week. 




































^338^7 Chapter 11 


y& In Reports, you can run 
an Attendance 
Statistical Report lists 
attendance codes by days of 
the week or months of the 
year. 


/~& If you only want one 
attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 


Depending on how the 
"C*/ attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


The grid is automatically filled. You can click Distribute Evenly to 
distribute to distribute the Hours evenly between the days listed. 

9. Select the Attributes/Notes tab. The following screen appears. 


& Add Attendance Record for Mi. Tom Anderson 


File Edit View Attendance Help 


Q Save ~ H < ► M f 


Attendance | Distribution ; Attributes/Notes ;| 



10. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
action. 

11. In the Description column, enter a description or the description may fill 
automatically. The Short Description column fills when you enter the 

Description. 

12. Enter the Date and Comment information about the attribute. 

13. If you want, enter any notes about the attendance record in the Notes box. 

14. Select File, Save to save the attendance record. From here you can choose 
to add additional attendance records for other employees by selecting, 
File, Save and New or you can select File, Save and Close to exit. 


^ Globally adding an attendance record 

You may want to globally add an attendance record for all employees. This 
feature is especially useful if you need to add vacation time for the entire staff 
or for a specific group. 



















Attendance 



1. From Employees select File, Globally Add. Select Attendance from the 
submenu. The Globally Add an Attendance Record screen appears. 



2. Select Include and select to globally add an attendance record for All 
Employees or Selected Employees. 

If you choose Selected Employees, the Select an Employee screen 
appears. Choose the query that containing the appropriate employees and 
click Open. The Globally Add an Attendance Record screen appears with 
the name of the employee query next to the include button. 

3. Select an Attendance ID from the drop-down list. If the Attendance ID 
you want to use is not listed, you can enter it in the field and it is 
automatically added to the Attendance ID table in Configuration. 

4. Enter a Start Date and End Date. You can click g] to access the 
calendar. 

5. In the A total of field, calculate the total number of hours the employee 
Used or Credited. 

6. In the Comment field, add any comments about the attendance record. 


^5 


The Start date field 
defaults to the current 


date. 


3 


You can click Add 
Now to immediately 
add the attendance record. 
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7. Select the Distribution tab. The following screen appears. 



/■& You can also click 
Next to advance to the 
next tab. 

r& If you only want one 
attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 


Depending on how the 
"C*/ attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


The grid is automatically filled. You can click Distribute Evenly to 
distribute to distribute the Hours evenly between the days listed. 


8. Select the Attributes/Notes tab, the following screen appears. 



9. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
attendance record. 

10. In the Description column, enter a description or the description may fill 
automatically. The Short Description column fills when you enter the 

Description. 

11. Enter the Date and Comment information about the attribute. 

12. If you want, enter any notes about the attendance record in the Notes box. 
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13. Select the Summary tab. 



The grid lists all of the employee records to which the attendance record 
will be added. 

14. If there are any employees listed that you want to exclude, clear the 
checkbox in the Create? column. 

Click Select All to have the program check all of the checkboxes in the 
Create? column. 

Click Deselect All to have the program clear all of the checkboxes in the 
Create? colu mn . 

15. When satisfied with your selections, click Add Now. A processing screen 
appears and the global change is made. 

^ Editing an attendance record 

1. From Employees, open an employee record and select the Attendance tab. 

2. In the View field, select Attendance Records. 

3. Highlight the record you want to edit. 


/■& You can click Cancel 
at any time to exit the 

Globally Add an 
Attendance Record 

process. 
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4. Click Open. The following screen appears. 



5. Make any necessary changes. 

6. Select File, Save. 

^ Deleting an attendance record 

You can only delete an attendance record if it is not in use on any record. 

1. From Employees, open an employee record and select the Attendance tab. 

2. In the View field, select Attendance Records. 

3. Highlight the record you want to delete. 

4. Click Delete. A confirmation screen appears. 

5. Click Yes. The record is deleted. 

^ Filtering the attendance record 

1. From Employees, open an employee record and select the Attendance tab. 





















2. In the View field, select Attendance Records. 



3. Click Filters. The Attendance Filters screen appears. 



4. If you want to filter attendance records based on the date the attendance 
record starts, enter the From and To dates in the Start Dates frame. Once 
you add the From and To dates, click OK. Notice that the Start Date of 
the attendance records listed on the Attendance tab fall within the date 
range you entered on the Attendance Filters screen. 

5. If you want to filter attendance records based on the date the attendance 
record ends, enter the From and To dates in the End Dates frame. Once 
you add the From and To dates, click OK. Notice that the End Date of 
the attendance records listed on the Attendance tab fall within the date 
range you entered on the Attendance Filters screen. 
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You can use each one 
V-J of the attendance filters 
separately or together to 
filter attendance. 


To remove the filters 
"C*/ from the Attendance 
tab, chck the Clear All 
Filters button from the 
Attendance Filters screen. 


6. If you want to filter attendance records based on the number of hours used 
or credited, enter the From and To amounts in the Number of Hours 
frame. Once you have added the From and To amounts, click OK. Notice 
that the attendance records listed fall within the number of hours you 
entered on the Attendance Filters screen. 

7. You can filter your view further by marking either Show all attendance 
records or Only show records with selected attendance codes options. 
If you choose the Only show records with selected attendance codes 
option, select the attendance codes you want to view by moving them 
from the All attendance codes box to the Include these attendance 
codes box using the arrow buttons. Click OK. The program processes the 
filtering in formation and returns to the Attendance tab with the filters 
applied. 


^ Viewing a summary of an employee attendance record 

1. From the employee record, select Attendance Records, in the View 
field. 

2. Click Summary. The following screen appears, with the Attendance tab 
selected. 



year. 

In the Include these Attendance Dates frame, you can filter the 
attendance in formation you view. You can view Attendance accrued 
through Today, a <Specific Date>, or the End of This Calendar Year. 
If you choose <Specific Date>, a date field appears to the right. Enter a 
date and the screen updates to the correct attendance information. 
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In the Attendance record dates field, you can choose from <Specific Date 
Range>, Current Month, Last Month, <Specific Month>, Current 
Calendar Year, or Last Calendar Year. If you choose <Specific Date 
Range>, From and to fields appear to the right. Enter a date and the 
screen updates to the correct attendance infomercial. If you choose 
<Specific Month>, select a Month from the drop-down list that appears 
to the right. The screen updates to the correct attendance information. 

3. Select the Activity tab. 



This tab lists the pay Types paid to the employee to date and lists the 
Amount of each type paid. 

4. Click Filters. The Check Filters screen appears. 



5. If you want to filter checks based on the date of the check, enter the From 
and To dates in the Check Dates frame. Once you add the From and To 
dates, click OK. Notice that the Check Date of the checks listed on the 
Activity tab fall within the date range you entered on the Check Filters 
screen. 


Click Filters to access 
the Check Filters 
screen. From this screen you 
can filter the information 
you view on the Activity 
tab. 


at® To remove the filters 
from the Activity tab, 
click the Clear All Filters 
button from the Check 
Filters screen. 
















































^34^7 Chapter 11 


e You can use each one 
of the check filters 
separately or together to 
filter checks. 


To remove the filters 
"C*/ from the Activity tab, 
click the Clear All Filters 
button from the Check 
Filters screen. 


6. If you want to filter checks based on the Check Numbers, enter the 
From and To numbers in the Check Numbers frame. Once you add the 
From and To numbers, click OK. Notice that the check numbers of the 
checks listed on the Activity tab fall within the check number range you 
entered on the Check Filters screen. 

7. If you want to filter checks based on the amount of the check, enter the 
From and To amounts in the Check Amounts frame. Once you have 
added the From and To amounts, click OK. Notice that the Amount of 
the checks listed fall within the check amounts you entered on the Check 
Filters screen. 

8. If you want to filter checks based on the post date of the check, enter the 
From and To dates in the Post Dates frame. Once you have added the 
From and To dates, click OK. Notice that the Post Date of the checks 
listed fall within the post dates you entered on the Check Filters screen. 

9. If you want to filter checks based on the post status of the check, mark Do 
not post, Not yet posted, and/or Posted in the Post Status frame. Once 
you have marked the appropriate checkbox(es), click OK. Notice that the 
Post Status of the checks listed fall correspond to the box(es) you marked 
on the Check Filters screen. 

10. If you want to filter checks based on the status of the check, mark 
Outstanding or Cleared in the Status frame. Once you have marked the 
appropriate checkbox(es), click OK. Notice that the Status of the checks 
listed fall correspond to the box(es) you marked on the Check Filters 
screen. 

11. Click Close to exit the Summary I nf ormation screen. 
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In addition to payroll information, you can track the events your employees 
attend. Events can include seminars, conferences, training workshops, and other 
activities unique to your organization. 

Events 


For information on 
■Cc/ adding defaults, see 
“Defaults” on page 234. 


There are three ways to add events to employee records. Events can be added 
from the Create a new record screen, from an employee record, or globally. 

^ Adding an event 

Adding an event from the Create a New Record screen allows you to create an 
event for one employee after another. 

1. From Employees select File, New. The following screen appears. 



2. In the What type of record do you want to add? box, select Event. 

3. If you have any defaults you want to use on the event record, select a 
default from the Load defaults from drop-down list and mark the Load 
all defaults checkbox if appropriate. 

4. Click OK. The Add Event record screen appears. 





























Events 



5. In the Employee name field, enter the name of the employee receiving 
the disbursement or click to find an employee. If you search for an 

employee by clicking #4], the Payroll - Open screen appears. 



In the filter fields located at the bottom of the screen, enter information 
helpful in locating the employee. For example, in the Employee last 
name field, enter “Anderson” and click Find Now. All employees with 
the last name “Anderson” then appear in the grid. Highlight the 
appropriate employee and click Open. 

The program returns to the Add Event Record screen, with the Employee 
name and ID number entered. 



6. Select an Event ID from the drop-down list. If the Event ID you want to 
use is not listed, you can enter it in the field and it is automatically added 
to the Event ID table in Configuration. 

7. Enter the date of the event in the Event date field. You can click [a] to 
access the calendar. 


r \ In Configuration, you 
''-J can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 of 
Configuration. 


£ 


The Event date field 
defaults to the current 


date. 
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r& If you only want one 
"C*/ attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 


yA Depending on how the 
'ey attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


8. In the Due date field, enter an event due date. 

9. In the Comment field, add any comments about the event. 

10. Select the Attributes/Notes tab. The following screen appears. 



11. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
action. 

12. In the Description column, enter a description or the description may fill 
automatically. The Short Description column fills when you enter the 

Description. 

13. Enter the Date and Comment in formation about the attribute. 

14. If you want, enter any notes about the event in the Notes box. 

15. Select File, Save to save the event record. 

From here you can choose to add additional events for other employees 
by selecting, File, Save and New or you can select File, Save and Close 
to exit the Create a New Record feature. 

^ Adding an event from the employee record 

Adding a event from an employee’s record allows you to eliminate searching 
for a specific employee record, you can; however, still add additional events 
for other employees from without leaving the Add Event Record for 
<employee name> screen. 
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1. From an employee record, select the Events tab. 



2. Click New Event. The Add Event Record for Employee’s name> screen 
appears, with the Employee’s name and ID automatically entered. 



3. Select an Event ID from the drop-down list. If the Event ID you want to 
use is not listed, you can enter it in the field and it is automatically added 
to the Event ID table in Configuration. 

4. Enter the date of the event in the Event date field. You can click g] to 
access the calendar. 

5. In the Due date field, enter an event due date. 

6. In the Comment field, add any comments about the event. 


In Configuration, you 
can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 in 
the Configuration chapter. 


3 


The Event date field 
defaults to the current 


date. 
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r& If you only want one 
attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 


/•& Depending on how the 
attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


7. Click the Attributes/Notes tab. The following screen appears. 



8. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
event. 

9. In the Description column, enter a description or the description may fill 
automatically. The Short Description column fills when you enter the 

Description. 

10. Enter the Date and Comment information about the attribute. 

11. If you want, enter any notes about the event in the Notes box. 

12. Select File, Save to save the event record. 

From here you can choose to add additional events for other employees 
by selecting, File, Save and New or you can select File, Save and Close 
to exit. 

^ Globally adding an event record 

Globally adding a event allows you to add an event to several employee 
records at once. 
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1. From Employees, select File, Globally Add, Events. The Globally Add 
an Event Record screen appears. 



2. Click Include and select to globally add an event for All Employees or 
Selected Employees. 

If you choose Selected Employees, the Select an Employee screen 
appears. Choose the query that containing the appropriate employees and 
click Open. The Globally Add an Event Record screen appears with the 
name of the employee query next to the include button. 

3. In the Event ID field, enter an Event ID code. 

4. Enter an Event date and a Due date in the corresponding fields. 

5. In the Comment field, enter any necessary or additional comments. 

6. Select the Attributes/Notes tab. 



7. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
event. 


3 

date. 


The Event date field 
defaults to today’s 


If you only want one 
attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 
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r& Depending on how the 
attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


r& You can click Cancel 
a t any time to exit the 
globally add an event record 
process. 


e You can also open an 
event by highlighting it 
and double clicking. 


8. In the Description column, enter a description or the description may fill 
automatically. The Short Description column fills when you enter the 

Description. 

9. Enter the Date and Comment information about the attribute. 

10. If you want, enter any notes about the event in the Notes box. 

11. Select the Summary tab. 



The grid lists all of the employee records to which the event will be 
added. 

12. If there are any employees listed that you want to exclude, clear the 
checkbox in the Create? colu mn . 

Click Select All to have the program check all of the checkboxes in the 
Create? column. 

Click Deselect All to have the program clear all of the checkboxes in the 
Create? colu mn . 

13. When satisfied with your selections, click Add Now. A processing screen 
appears and the global change is made. 

^ Editing an event for an employee record 

1. From the employee record, select the Events tab. 

2. Highlight the event to edit. 
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3. Click Open. The Event for <employee name> screen appears. 



4. Make any necessary changes. 

5. Select File, Save to save any changes. Select File, Save and Close to 
return to the Events tab of the employee record. 

^ Deleting an event 

You can only delete an event if it is not in use on a record. 

1. From the employee record, select the Events tab. 

2. Highlight the event to you want to delete. 

3. Click Delete. A confirmation screen appears. 

4. Click Yes to delete the disbursement. The program returns you to the 
Events tab of the employee record. 

^ Using the event filter feature 

Using the event filters feature allows you to view specific events on an 
employee’s Events tab. This filter can changed at any time. This can be 
especially helpful if you have a large amount of events and you only want to 
view particular events based on Event Dates, Due Dates, and Date Added 
information. 


S You can click on the 
header of any column to 
view event information in 
ascending or descending 
order. 
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1. From the employee record, select the Events tab. 



2. Click Filters. The Event Filters screen appears. 



3. If you want to filter events based on the Event Dates information, enter 
the From and To dates for filtering the events in the Event Dates frame. 
Once you add the From and To dates, click OK. Notice that the events 
listed on the Events tab fall within the event date range you entered on the 
Event Filters screen. 

4. If you want to filter event based on the date the event is due, enter the 
From and To dates in the Due Dates frame. Once you add the From and 
To dates, click OK. Notice that the events listed on the Events tab fall 
within the date added range you entered on the Event Filters screen. 







































Events 



5. If you want to filter events based on the date an event was added, enter the 
From and To amounts in the Date Added frame. Once you have added 
the From and To dates, click OK. Notice that the events listed on the 
Events tab fall within the date added range you entered on the Event 
Filters screen. 

6. You can filter your view further by marking either Show all event 
records or Only show records with selected event IDs options. If you 
choose the Only show records with selected event IDs option, select the 
events you want to view by moving them from the All event IDs box to 
the Include these event IDs box using the arrow buttons. 

7. Click OK. The program processes the filtering information and returns to 
the Events tab with the filters applied. 

^ Viewing event properties 

1. From Employees, open an event record. Select File, Properties. The 
Event Properties screen appears. 



This screen lists the Employee name, Event ID, Date added, Last 
changed on, Added by, Last changed by, and Import ID for the current 
event. 

2. Click OK to return to the event record. 


e You can use each one 
of the event filters 
separately or together to 
filter events. 


To remove the filters 
from the Events tab, 
click the Clear All Filters 
button from the Event Filters 
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33S The user can only 

receive the reminder if 
they are logged into the 
Employee’s module. 


The Actions feature of Payroll allows you to assign actions to an employee 
record. You can then have the program send a remind to a user when the action is 
due. Actions can include meetings, phone calls, site visits, or any scheduled task. 
For example, if you have an important meeting to attend, you can assign the 
meeting as an action. To ensure that you are prepared for the meeting, you could 
set the reminder for three days before the meeting. 

Actions 


For information on 
adding defaults, see 
“Defaults” on page 234. 


There are two ways to add an action, from the Create a New Record screen and 
from an employee record. The process for adding an action is the same for either 
method. 

^ Adding an action 

Adding an action from the Create a New Record screen allows you to create 
an action for one employee after another. 

1. From Employees, select File, New. The Create a New Record screen 
appears. 



2. In the What type of record do you want to add? box, select Action. 

3. If you have any defaults you want to use for the action record, select a 
default from the Load defaults from drop-down list and mark the Load 
all defaults checkbox if appropriate. 
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4. Click OK. The Add Action Record screen appears. 



5. In the Employee name field, enter the name of the employee for whom 
you are creating the action or click H to find an employee. If you search 
for an employee by clicking m , the Payroll - Open screen appears. 



In the filter fields located at the bottom of the screen, enter information 
helpful in locating the employee. For example, in the Employee last 
name field, enter “Anderson” and click Find Now. All employees with 
the last name “Anderson” then appear in the grid. Highlight the 
appropriate employee and click Open. 

The program returns to the Add Flex Disbursement screen, with the 
Employee name and ID number entered. 

6. Select an Action type from the drop-down list. The action types listed are 
taken from the Action Type table in Configuration. 

7. Enter the Action date. You can click g] to access the calendar. 

8. Enter a Time for the action. This field is not required. 


r & In Configuration, you 
A*/ can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 in 
the Configuration chapter. 
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r& You can add a new 
< Action type or Action 
status by typing an entry in 
the field. When you click in 
the next field, a 
confirmation appears asking 
if you want to save the entry 
to the corresponding table in 
Configuration. 


3^5 The user can only 
“T receive the reminder if 
they are logged into the 
Employee’s module. 


/-& Once the action is 

complete, you can open 
the action record and mark 

Completed on _. You can 

also click [®] to enter the 
date it was completed. 

Attributes are not 
'C*/ required. 


r& If you only want one 
"C*/ attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 


y& Depending on how the 
attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


9. Select the action’s Status from the drop-down list. If the status you want 
to use is not listed, you can type it into the field. 

10. Select the action’s Priority. 

11. In the Assigned to field, select the user to whom you want to assign thi s 
action from the drop-down list. This list only contains users defined in 
Security. 

12. In the Description field you can enter any additional information about 
the action. 

13. Mark Auto-Remind to set a reminder. When you mark Auto-Remind, 
the other options in the frame become active. 

14. In the Leave reminder to field, select a user from the drop-down list. 
This list only contains users defined in Security. 

15. In the Set reminder for_beforehand field, you can designate when 

you want the program to remind the user of the action. In the first field, 
enter the number of days, weeks, or months before the activity is due that 
you want the reminder sent. 

In the second field, select Days, Weeks, or Months. 

16. Select the Attributes tab. 



17. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
action. 

18. Enter the Description, Short Description, Date, and Comment 

information about the attribute. 

19. Select File, Save to save the action record. 

From here you can choose to add additional actions for other employees 
by selecting, File, Save and New or you can select File, Save and Close 
to exit the Create a New Record feature. 
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^ Adding an action from the employee record 

Adding an action from an employee’s record allows you to eliminate 
searching for a specific employee record, you can, however, still create 
additional actions for other employees from without leaving the Add Action 
record for <employee name> screen. 

1. From an employee record, select the Actions tab. 



2. Click New Action. The Add Action Record for <employee name> screen 
appears, with the Employee name and ID automatically appear. 



3. Select an Action type from the drop-down list. The action types listed are 
taken from the Action Type table in Configuration. 

4. Enter the Action date. You can click @ to access the calendar. 

5. Enter a Time for the action. This field is not required. 


/A In Configuration, you 
A*' can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 in 
the Configuration chapter. 
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r& You can add a new 
< Action type or Action 
status by typing an entry in 
the field. When you click in 
the next field, a 
confirmation appears asking 
if you want to save the entry 
to the corresponding table in 
Configuration. 


3^5 The user can only 
“T receive the reminder if 
they are logged into the 
Employee’s module. 


/■& Once the action is 

complete, you can open 
the action record and mark 

Completed on _. You can 

also click [M] to enter the 
date it was completed. 


r& If you only want one 
attribute category 
associated with the action, 
you can select that attribute 
from the Category field. 


/•& Depending on how the 
attribute is established 
in Configuration, the 
program may automatically 
enter the Description and/or 
Short Description. 


6. Select the action’s Status from the drop-down list. If the status you want 
to use is not listed, you can type it into the field. 

7. Select the action’s Priority. 

8. In the Assigned to field, select the user to whom you want to assign this 
action from the drop-down list. This list only contains users defined in 
Security. 

9. In the Description field you can enter any additional information about 
the action. 

10. Mark Auto-Remind to set a reminder. When you mark Auto-Remind, 
the other options in the frame become active. 

11. In the Leave reminder to field, select a user from the drop-down list. 
This list only contains users defined in Security. 

12. In the Set reminder for_beforehand field, you can designate when 

you want the program to remind the user of the action. In the first field, 
enter the number of days, weeks, or months before the activity is due that 
you want the reminder sent. 

In the second field, select Days, Weeks, or Months. 

13. Select the Attributes tab. 



14. In the Category field, select the attribute categories you want to view. In 
the category column, choose the attribute you want associated with the 
action. 

15. Enter the Description, Short Description, Date, and Comment 

information about the attribute. 

16. Select File, Save to save the action record. 

From here you can choose to add additional actions for other employees 
by selecting, File, Save and New or you can select File, Save and Close 
to exit the Create a New Record feature. 

^ Editing an action 

1. From the employee record, select the Actions tab. 













Actions 


2. Highlight the action you want to edit. 

3. Click Open. The Action for <employee name> screen appears. 

4. Make the necessary changes. 

5. Select File, Save to save any changes. Select File, Save and Close to 
return to the Action tab of the employee record and click Save. 

^ Deleting an action 

You can only delete an action if it is not in use on a record. 

1. From the employee record, select the Actions tab. 

2. Highlight the action you want to delete. 

3. Click Delete. A con fir m a tion screen appears. 

4. Click Yes to delete the action. The program returns you to the Action tab 
of the employee record. 

^ Using the action filter feature 

Using the action filter feature allows you to view specific actions on an 
employee’s Action tab. This filter can changed at any time. This can be 
especially helpful if you have a large number of actions and you only want to 
view particular actions based on action status 

1. Open an employee record and select the Action tab. 



2. In the Action status field, select the status of the action you want to view. 
The only actions listed on the Action tab are those that contain the status 
you selected from the drop-down list. 


S You can click on the 
header of any column to 
view action information in 
ascending or descending 
order. 


To view all actions, 
^■7 select <A11 Actions> 
from the Action status 
drop-down list. 
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^ Viewing action properties 

1. From Employees, open an action record. Select File, Properties. The 
Action Properties screen appears. 



This screen lists the Employee name, Date added, Last changed on, 
Added by, Last changed by, and Import ID for the current action. 

2. Click OK to return to the action record. 
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Many organizations offer a Flexible Spending Plan (FSP) to their employees. A 
common type of FSP is the Cafeteria Plan (Section 125 Benefit Plan), which 
allows employees to set aside pre-tax dollars through payroll deductions for child 
care, elderly care, medical, and legal expenses. 

Payroll makes it easy to track each employee’s disbursements by allowing you to 
create a flex disbursement record for each payment. You can see a listing of all 
disbursements on an employee’s the Flex tab. You can control which flex 
disbursements are displayed on the Flex tab by using the filter feature. The filter 
feature allows you to display certain disbursements, as well as filter by specific 
dates and types of disbursements. 

Flex Disbursement 


33? Before you can add a 
flex disbursement to an 
employee record, you must 
select a Red plan ID that is 
designated as a flexible 
spending plan on the 
Red/Deds tab in Employees. 
For more information, see 
the Reductions/Deductions 
chapter in this guide. 


For information on 
< adding defaults, see 
“Defaults” on page 234. 


A flex disbursement is a payment to an employee from their pre-tax FSP 
contributions. Before you add a flex disbursement you must designate a 
reduction/deduction as a flexible spending plan on the Red/Deds tab in 
Configuration. You must also choose a reduction/deduction on the employee’s 
Red/Deds tab in Employees. Only then will any flex plan IDs appear in the Flex 
plan ID drop-down list. 

There are two ways to add a Flex disbursement, from the Create a New Record 
screen and from an employee record. The process for adding a flex disbursement 
is the same for either method. 

^ Adding a flex disbursement 

Adding a flex disbursement from the Create a New Record screen allows you 
to create a flex disbursement for one employee after another. 

1. From Employees select File, New. The Create a New Record screen 
appears. 



2. In the What type of record do you want to add? box, select FSP 
disbursement. 

3. If you have any defaults you want to use in the flex disbursement record, 
select a default from the Load defaults from drop-down list and mark the 
Load all defaults checkbox if appropriate. 
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4. Click OK. The Add Flex Disbursement screen appears. 



5. In the Employee name field, enter the name of the employee receiving 
the disbursement or click to find an employee. If you search for an 
employee by clicking m , the Payroll - Open screen appears. 



In the filter fields located at the bottom of the screen, enter information 
helpful in locating the employee. For example, in the Employee last 
name field, enter “Anderson” and click Find Now. All employees with 
the last name “Anderson” then appear. Highlight the appropriate 
employee and click Open. 

The program returns to the Add Flex Disbursement screen, with the 
Employee name and ID number entered. 

6. Select a Flex plan ID from the drop-down list. 


A-& In Configuration, you 
can se t a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information, see 
“Establishing miscellaneous 
preferences” on page 40 in 
the Configuration chapter. 
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Click g to calculate 

the Amount. 


33t Before you can add a 
flex disbursement to an 
employee record, you must 
select a Red plan ID that is 
designated as a flexible 
spending plan on the 
Red/Deds tab in Employees. 
For more information, see 
the Reductions/Deductions 
chapter in this guide. 


If there are not any Flex plan IDs listed, make sure you have designated a 
reduction/deduction as a flexible spending plan on the Red/Deds tab of 
Configuration. If so, select the employee’s Red/Deds tab in Employee’s 
and add a Red/Ded ID that is a flexible spending plan. 

After you select the Flex plan ID, specific Flex Disbursement 
in formation including start, end, and cutoff dates, as well as the plan 
balance, display at the bottom of the tab. 

7. Enter a Payment date. The payment date must be within the range 
defined for the Flex plan ID. You can click g] to select a Payment date 
from the calendar. 

8. In the Amount field, enter the amount of the disbursement. 

9. In the Comment field, enter any comments that pertain to the 
disbursement. 

10. Select the Notes tab. 



11. Enter any notes or helpful comments about the flex disbursement. 

12. Select File, Save to save the flex disbursement. 

From here you can choose to add additional flex disbursements for other 
employees by selecting, File, Save and New or you can select File, Save 
and Close to exit the Create a New Record feature. 

^ Adding a flex disbursement from the employee record 

Adding a flex disbursement from an employee’s record allows you to 
el im inate searching for a specific employee record; you can, however, still 
create additional flex disbursements for other employees from without 
leaving the Add Flex Disbursement for <employee name> screen. 
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1. From an employee record, select the Flex tab. 



2. Click New Flex Disbursement. The Add Flex Disbursement for 
Employee’s name> screen appears, with the Employee name and ID 
automatically entered. 



In Configuration, you 
can set a data entry 
preference that allows you to 
enter the employee’s ID 
number or SSN Social 
Security number, instead of 
the Employee Name in the 
first field of all new records. 
For more information on this 
preference, see 
“Establishing miscellaneous 
preferences” on page 40 in 
the Configuration chapter. 


Select a Flex plan ID from the drop-down list. If there are not any Flex 
plan IDs listed, make sure you have designated a reduction/deduction as 
a flexible spending plan on the Red/Deds tab of Configuration. If so, 
select the employee’s Red/Deds tab in Employee’s and add a Red/Ded ID 
that is a flexible spending plan. 

After you select the Flex plan ID, specific Flex Disbursement 
information including start, end, and cutoff dates, as well as the plan 
balance, display at the bottom of the tab. 

3. Enter a Payment date. The payment date must be within the range 
defined for the Flex plan ID. 
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In the Amount field, enter the amount of the disbursement. 

In the Comment field, enter any comments that pertain to the 
disbursement. 

Select the Notes tab. 

File Edit View Flex Help 
HSavey H < ► H | f 

Flex Notes | 

Notes: _ 

Thomas Anderson was reimbersed $400 for 4 months of child care expenses on 5/13/99-JMBj 


Enter any notes or helpful comments about the flex disbursement. 

Select File, Save to save the flex disbursement. 

^ Editing a flex disbursement 

1. From an employee record, select the Flex tab. 

2. Highlight the flex disbursement you want to edit. 

3. Click Open. The Flex Disbursement for <employee name> screen 
appears. 

4. Make any necessary changes. 

5. Select File, Save to save any changes. Select File, Save and Close to 
return to the Flex tab of the employee record. 

^ Deleting a flex disbursement 

You can only delete a flex disbursement if it is not in use. 

1. From the employee record, select the Flex tab. 

2. Highlight the disbursement you want to delete. 

3. Click Delete. A con fir mation screen appears. 

4. Click Yes to delete the disbursement. The program returns you to the Flex 
tab of the employee record. 


C.A You can click to 
select a Payment date 
from the calendar. 


s 


^ Click [Jg] to calculate 
the Amount. 
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^ Using the flex filter feature 

Using the flex filters feature allows you to view specific flex disbursements 
on an employee’s Flex tab. This filter can changed at any time. This can be 
especially helpful if you have a large amount of flex disbursements and you 
only want to view particular flex disbursements based on Payment Dates, 
Date Added, Amount of the disbursement, or the flex red/ded name. 

1. From the employee record, select the Flex tab. 



2. Click Filters. The Flex Filters screen appears. 



ppS You can click on the 
k—J header of any column to 
view flex disbursement 
information in ascending or 
descending order. 


3. If you want to filter flex disbursements based on the Payment Dates 
information, enter the From and To dates for filtering the disbursements 
in the Payment Dates frame. Once you have added the From and To 
dates, click OK. Notice that the flex disbursements listed on the Flex tab 
fall within the payment date range you entered on the Flex Filters screen. 
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e You can use each one 
of the flex filters 
separately or together to 
filter flex disbursements. 


To remove the filters 
"C*/ from the Flex tab, click 
the Clear All Filters button 
from the Flex Filters screen. 


4. If you want to filter flex disbursements based on the date the flex 
disbursement was added to the employee record, enter the From and To 
dates in the Date Added frame. Once you have added the From and To 
dates, click OK. Notice that the flex disbursements listed on the Flex tab 
fall within the date added range you entered on the Flex Filters screen. 

5. If you want to filter flex disbursements based on the amount of the flex 
disbursement, enter the From and To amounts in the Amounts frame. 
Once you have added the From and To amounts, click OK. Notice that 
the flex disbursements listed on the Flex tab fall within the amount range 
you entered on the Flex Filters screen. 

6. You can filter your view further by marking either Show all flex 
disbursements or Only show disbursements with selected flex 
red/deds options. If you choose the Only show disbursements with 
selected flex red/deds option, select the flex disbursements you want to 
view by moving them from the All flex red/deds box to the Include these 
flex red/deds box using the arrow buttons. 

7. Click OK. The program processes the filtering information and returns to 
the Flex tab with the filters applied. 

^ Viewing flex disbursement properties 

1. From Employees, open a flex disbursement record. Select File, 
Properties. The Flex Disbursement Properties screen appears. 



This screen lists the Employee name, Flex plan ID, Date added, Last 
changed on, Added by, Last changed by, and Import ID for the current 
flex disbursement. 

2. Click OK to return to the flex disbursement record. 
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Time sheet batches are created in the Employees module of Payroll. You can use 
time sheet batches to organize employee time sheets. For example, you can create 
a time sheet batch for all full-time employees, and then create a separate batch for 
all part-time employees. Each batch includes one or more employees, and 
employees can have more than one time sheet in any batch. You can also import 
time sheet batches created in other programs. 

You can create time sheet batches from the Time Sheets tab of the employee 
record, or from the File menu on the main screen of Employees. 

When you create a time sheet batch from the employee record, you create a batch 
only for the selected employee. The Time Sheets tab of the employee record 
displays all the time sheets created for that employee. You can also edit and delete 
time sheets from this screen. 

When you create a time sheet batch from the File menu on the main screen of 
Employees, you can determine which employees to include in the time sheet batch 
by clicking Include on the Add New Time Sheet Batch screen and choosing All 
Employees, Selected Employees, or One Employee. 

The Time Sheet Batches screen displays all the batches that have been created. 
You can edit and delete batches, and establish filters for batches. You can also 
print Time Sheet Batch Reports and the actual time sheets from this screen. 

Time Sheet Batches 


Use time sheet batches to organize employee time sheets. You can create time 
sheet batches from the Time Sheets tab of the employee record, or from the File 
menu on the main screen of Employees. You can also import time sheet batches 
created in another program. To be imported, these batches must be in 
comma-separated values (CSV) format and must contain all required fields. 

When you create a time sheet batch from the File menu on the main screen of 
Employees, you can determine which employees to include in the time sheet batch 
by clicking Include on the Add New Time Sheet Batch screen and choosing All 

Employees, Selected Employees, or One Employee. 





Time Sheets 



^ Adding a new time sheet batch 

1. From Employees, select Time Sheets from the File menu. The Time 
Sheet Batches screen appears. 



Mark the Approved 
checkbox when the 
batch is approved to be paid. 


The Time Sheet Batches screen displays all the batches that have been 
created. You can edit and delete batches, establish filters for batches, and 
print reports from this screen. 

2. Click New. The Add New Time Sheet Batch screen appears with the 
Batch tab selected. 

^ Completing the Batch information 

1. Select the Batch tab. 
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33E The period ending date 
“T must fall between the 
Start date and End date. 


2. Click Include and select All Employees, Selected Employees, or One 
Employee. If you choose Selected Employees, a query screen appears 
from which you can run a query to select the employees. If you choose 
One Employee, the search screen appears allowing you to locate an 
employee. 

3. Enter a Description of the batch. 

4. In the Time Sheet Options frame, enter the Start date and End date for 
the time sheet. This establishes the time period for which you are creating 
time sheets. You can click [a] to select a date from the calendar. 

5. Mark the Automatically fill in time sheets with wage information for 

_pay period checkbox if you want the program to enter the default 

hours and wage per hour information from the employee record 
automatically. Use the arrow buttons to designate the number of pay 
periods. If you mark this checkbox, the Pay Period Ending Dates box is 
enabled. Click in the pay period cell(s) and type the date, or click [S] to 
select a date. The period ending date must fall between the Start date 
and End date. 

6. In the Show these days of the week on time sheet(s) frame, mark the 
checkbox for each day of the week you want to appear on the time sheet. 

7. In the Time Sheet Format frame, select Time in/Time out or Hours 
only as the time sheet format. Select Time in/Time out to create two 
columns on the time sheet that log the time the employee arrives and 
departs. Select Hours only to create one colu mn on the time sheet that 
tracks total hours. 

8. Mark the Include checkbox and use the arrows to enter the number of 
rows you want to appear for each date, if you want more than one row for 
each date. 

9. Enter any notes you want associated with this time sheet batch in the 
Notes textbox. 

10. Proceed to the Status tab if you want to filter the batch by status, or click 
Create Batch to begin processing. 


r& You cannot import a 
batch that contains a 
time sheet with a non-cash 
other pay. The Control 
Report lists non-cash other 
pays as the exception 
“invalid pay type.” 


Importing a Time Sheet Batch 

To import a time sheet batch created in another program, the batch must be in 
comma-separated values (CSV) format and must contain the following seven 
fields: 

• Employee ID number, as defined on the employee’s record 

• Date, containing a date within the batch range 

• Pay type 

• Time in 

• Time out 

• Hours 

• Rate 
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The Employee ID field is required and must be present on the employee record. If 
you are importing based on hours worked, the Hours field is required and the 
Time In/Time Out fields are ignored. If you are importing based on Time in and 
Time out, these fields are required and the program calculates the hours worked. If 
you are importing rates, a value is required. If you do not import rates, this field 
will be blank. If you import a rate column that is blank, this will import a $0.00 
rate on all records. 

If you use Unitime Systems to import time sheet batches, the following format is 
required: Employee ID, Date, Pay type, Hours, and Rate. You can use the 
Unitime software to format the file correctly. For more information about Unitime 
Systems please visit the Unitime Systems Web site at www.unitime.com. 

^ Importing a time sheet batch 

1. From Employees, select Time Sheets from the File menu. The Time 
Sheet Batches screen appears. 

2. Click the Import button. The Import T im e Sheet Information screen 
appears. 



3. In the Import File Name field, enter the location and name of the import 
file. Only a valid CSV file will import data. If there are any exceptions in 
the file, no data is imported. If desired, you can validate the time sheet 
data defined in the import file without actually importing the time sheet, 
by marking the checkbox. 

4. Enter a time sheet batch Description and the Start and End dates of the 
batch. The dates in the import file must fall within this date range. 

5. Mark either Time in/Time out or Hours only, depending on the data in 
the import file. 

6. To create additional rows for each date, mark Include and select the 
number of additional rows. 


33S If you use Unitime 
Systems to import time 
sheet batches, the following 
format is required: 
Employee ID, Date, Pay 
type, Hours, and Rate. 


3QE Do not access the 
Unitime Systems 
Import screen unless you 
have Unitime software 
installed. 
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7. In the Account Distribution box, mark either Use default distribution, if 
you want to load the account/projects from the employee or other pay 
records, or Import file includes account distribution, if the import file 
specifies account distribution. If the import file specifies distribution, 
select the number of lines to repeat the distribution. 

8. Click OK. The program automatically validates the import file. If there 
are no exceptions, the file is imported and the below screen appears. 



9. Click OK. You return to the Time Sheet Batches screen. 

10. If there are exceptions, the time sheet will not be imported, and the below 
screen appears. 



11. To view the exceptions, click Control Report. You can print this Control 
Report to identify and correct errors in the import file. 

If the Control Report contains the exception “Invalid pay type,” there are 
three possible reasons for this: 

• The pay type is spelled incorrectly. 

• The pay type is other pay and its ID is not in the table. 

• The pay type is a non-cash other pay. 
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^ Filtering the time sheet batch by status 

1. Select the Status tab. 



2. Select Include all statuses or Include only selected statuses. If you 
mark Include only selected statuses, the Status and Include these 
statuses boxes are enabled, and at least one status must be in the Include 
these statuses box. 

3. Highlight statuses in the Status box and use the arrow buttons to move 
them to the Include these statuses box. 

4. Proceed to the Department tab if you want to filter the batch by 
department, or click Create Batch to begin processing. 


The Status tab is where 
you filter the 
employees for whom you 
are creating time sheets by 
status. For example, you 
could filter out employees 
with an inactive status. 
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r& The Department tab is 
where you filter the 
employees for whom you 
are creating time sheets by 
department. For example, 
you could filter out 
employees in the 
Administration department. 


^ Filtering the time sheet batch by department 

1. Select the Department tab. 



2. Select Include all departments or Include only selected departments. 
If you mark Include only selected departments, the Departments and 
Include these departments boxes are enabled, and at least one 
department must be included. 

3. Highlight the desired department in the Departments box and use the 
arrow buttons to move them to the Include these departments box. 

4. Proceed to the Pay Frequencies tab if you want to filter the batch by pay 
frequencies, or click Create Batch to begin processing. 
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^ Filtering the time sheet batch by pay frequency 

1. Select the Pay Frequencies tab. 



2. Select Include all pay frequencies or Include only selected pay 
frequencies. If you mark Include only selected pay frequencies, the Pay 
frequencies and Include these pay frequencies boxes are enabled, and at 
least one pay frequency must be included. 

3. Highlight the desired pay frequencies in the Pay frequencies box and use 
the arrow buttons to move them to the Include these pay frequencies 
box. 

4. Proceed to the Employees tab to preview the employees in the batch, or 
click Create Batch to begin processing. 


r\ The Pay Frequencies 
tab is where you filter 
the employees for whom 
you are creating time sheets 
by pay frequency. For 
example, you could filter out 
employees with monthly pay 
frequencies. 
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r& On the Employees tab, 
"C-/ all employees who 
meet the criteria you 
established on the previous 
tabs appear. You can 
indicate the employees you 
want to include in the time 
sheet batch by marking the 
Create Time sheet 
checkbox beside the name. 


^ Previewing employees in the time sheet batch 

1. Select the Employees tab. 



2. In the Create Time sheet column, a marked checkbox appears next to 
each employee’s name within the batch. If you do not want to create a 
time sheet for a specific employee within the batch, clear the checkbox. 

3. Click Create Batch. 

^ Editing a time sheet batch 

1. From Employees, select File, Time Sheets. The Time Sheet Batches 
screen appears. 
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2. Highlight the batch you want to edit and click Open. The Batch Number 
screen appears. 



3. You can add another employee to the batch, delete an employee from the 
batch, or edit a time sheet within the batch. You can also select the 
General tab and approve the batch for payment, add notes regarding the 
batch, or rename the batch. 

4. Make the necessary changes and click Save and Close to return to the 
Time Sheets Batches screen. 


You can add 
employees to the batch 
you are editing from the 
Batch Number screen by 
clicking New and selecting 
the employee from the 
Search screen. 


^ Deleting a time sheet batch 

1. From Employees, select File, Time Sheets. The T im e Sheet Batches 
screen appears. 

2. Select the batch you want to delete and click Delete. A confirmation 
screen appears and asks if you want to delete the batch. 

3. Click Yes. 

^ Finding batches 

1. From the Time Sheets Batches screen, click Find. The Find screen 
appears. 



Find what: | 

Match: |Any part of field ^ I - Match Case 


Find First 11 Find Next | 


Close | 


O You can also use the 
Find screen to locate 
time sheets on the Time 
Sheets tab of an open batch. 


2. Select a Field from the drop-down list. 





























3. Enter the Find what field with the desired information as it relates to your 
Field selection in step #2. 

4. Enter the Match field by using the drop-down list to select Any part of 
field, Whole field, or Start of field. If desired, mark the Match Case 
checkbox. If you selected Approved for the Field, the Match and Match 
Case options are disabled. 

5. Click Find First or Find Next. The batch matching your specifications 
appears highlighted on the time sheets batches grid. 

^ Applying time sheet batch filters 

1. From the Employee’s Time Sheets tab or the Time Sheet Batches screen, 
click Filters. The Batch Filters screen appears. 



2. In the Batch Start Dates frame, enter the Start and End dates. You can 
click jij] to locate the desired dates. 

3. In the Batch End Dates frame, enter the Start and End dates. You can 
click [si] to locate the desired dates. 

4. In the Batch Numbers frame, enter the From and To fields. 

5. In the Batch Approved Status frame, mark the Approved or Not 
approved checkbox. Mark Approved when the batch has been approved 
for payment. You can also print time sheet batches for approved batches, 
unapproved batches, or both. 

6. Click OK to apply the filters to the time sheet batches. 

Time Sheets 


Time sheets allow you to track employee attendance and pay. Time sheets are 
organized by batches. You can create time sheet batches from the Time Sheets tab 
of the employee record, or from the File menu on the main screen of Employees. 
When you create a time sheet batch from the employee record, you create a batch 
only for the selected employee. 
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^ Adding a new time sheet batch to an employee 

1. From an employee record, select the Time Sheets tab. 



To create a new time 
sheet for an employee 
without creating a new 
batch, open a previously 
created batch from the Time 
Sheet Batches screen, and 
click New. 


2. Click New Time Sheet. The Add New Time Sheet Batch screen appears. 



The employee’s name appears on the top of the screen. 

3. Enter a Description of the batch. 

4. In the Time Sheet Options frame, enter the Start date and End date for 
the time sheet. You can click [a] to select a date from the calendar. 
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If you mark the 
nU Automatically fill in 
time sheets with wage 

information for_pay 

period checkbox, the 
program fills in the default 
hours and wage per hour 
information from the 
employee’s record. 


5. Mark the Automatically fill in time sheets with wage information for 

_pay period checkbox and use the arrow buttons to select the number 

of pay periods. If you mark this checkbox, the program fills in the default 
hours and wage per hour in form a tion from the employee’s record. When 
you mark this checkbox, the Pay Period Ending Dates box becomes 
enabled. Click in the pay period cell(s) and click [a] to select a date. The 
period ending date must fall between the Start date and End date. 

6. In the Show these days of the week on time sheet(s) frame, mark the 
corresponding checkbox for each day of the week you want to appear on 
the time sheet. 

7. In the Time Sheet Format frame, select Time in/Time out or Hours 
Only as the time sheet format. 

8. Mark the Include checkbox and use the arrows to enter the number of 
rows you want to appear for each date. For example, on a Time In/Time 
Out time sheet, you might want to have two lines so you could use one 
line for the hours before lunch and the second line for the hours after 
lunch. Or perhaps an hourly employee takes a sick day and you want to 
show the number of hours actually worked and the associated pay, as well 
as the sick hours and the associated pay. 

9. Enter any notes you want associated with the time sheet batch in the 
Notes textbox. 

10. Click Create Batch to create the batch and return to the employee’s T im e 
Sheets tab. 

^ Editing a time sheet within a batch 

1. From Employees, select File, Time Sheets. The Time Sheet Batches 
screen appears. 

2. Highlight the batch you want to edit and click Open. 

The Batch Number screen appears. 


















3. Highlight the employee within the batch you want to edit. 

4. Click Open. The time sheet for the employee you selected appears. 

5. Make the necessary changes to the time sheet and click Save and Close to 
return to the Batch Number screen. 

Deleting a time sheet 

1. From Employees, select File, Time Sheets. The T im e Sheet Batches 
screen appears. 

2. Open the desired batch and highlight the employee whose time sheet you 
want to delete. 

3. Click Delete. A con fir m a tion screen appears and asks if you want to 
delete the time sheet. 

4. Click Yes. 

Viewing an employee time sheet 

1. From an employee record, select the Time Sheets tab. The time sheets for 
that employee appear in the time sheet grid. 

2. Highlight a time sheet and click Open. 

The Time Sheet for <employee> screen appears. 



3. View the employee’s time sheet. You can make changes to the time sheet 
from this screen. 
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Time Sheet Reports 


r& Parameter files allow 
you to organize the 
time sheets and batch reports 
for printing, and you can 
reuse the files upon 
subsequent printings. 


You can print time 
sheet batches for 
approved batches, 
unapproved batches, or both. 


Time sheet reports provide detailed information about the number and type of 
hours your employees have worked, and relative pay and rate information 
(including piece rate pay) during a defined time period. You can filter the reports 
by time sheet date(s) and time sheet batch numbers. Since time sheet batches are 
also defined by date, you can filter the batches to include in the report by batch 
date. You also have the option to include/exclude batches that have been approved 
or are unapproved. 

Only those users who have been given permission to use Time Sheet Reports in 
Reports Security are able to access and print time sheets and batch reports. 

You can format and print separate reports for time sheet batches and time sheets. 

^ Printing time sheets 

When you print time sheets, you can filter the employee time sheets by time sheet 
batch, time sheet start and end dates, employee status, department, attributes, and 
the pay frequencies on which you want to report. 

1. From Employees, select File, Time Sheets. The Time Sheet Batches 
screen appears. 

2. Highlight the batch for which you want to create a report. 

3. On the toolbar, access the Print button’s drop-down menu and select 
Time Sheets. The Select a Parameter File screen appears. 



4. Select a previously defined parameter file or create a new parameter file 
for the report. You can also create report parameter files from the General 
tab of Employee preferences. 

5. Click Select to begin the printing process. 

^ Printing a batch report 

Employee time sheets must be compiled in batches. Depending on the specified 
time sheet start and end dates in the batch, you can create a report summarizing 
the employee hours. The time sheets included in the batch(es) you include in the 
report can also be filtered at the time you define the report parameters. 

1. From Employees, select File, Time Sheets. The Time Sheet Batches 
screen appears. 

2. Highlight the batch for which you want to create a report. 
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3. On the toolbar, access the Print button’s drop-down menu and select 

Batch Report. 

The Select a Parameter File screen appears. 



4. Select a previously defined parameter file or create a new parameter file 
for the report. You can also create report parameter files from the General 
tab of Employee preferences. 

5. Click Select to begin the printing process. 
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This chapter focuses on all of the procedures you can initiate from the main Bank 
Accounts screen. From here, you can add, edit, delete, and make adjustments to 
your bank accounts. You can activate filters to perform various account searches. 
And you can view bank account transactions in detail or summary format. 

When you install Payroll or Accounts Payable, check writer functions become 
available through Bank Accounts. This gives you the ability to print checks, write 
direct disbursements, record manual checks, clear checks, and void checks. 

The first time you open Bank Accounts, the main screen appears with a blank grid. 
After you establish accounts, the screen opens and displays the last account 
accessed. 

We refer to Bank Accounts as a shared Blackbaud component since it appears in a 
number of Blackbaud programs. Each program containing Bank Accounts shares 
the module’s information and builds on the information stored within the module. 
This powerful module holds all the bank account information for all of your 
integrated Blackbaud accounting programs. 

If you installed the optional module Bank Account Reconciliation, additional 
options appear on some existing Bank Accounts menus. These added options let 
you reconcile bank accounts, import and view transactions from The Raiser’s 
Edge, and post adjustment activity to Blackbaud’s General Ledger. 

Bank Account Reconciliation adds many useful functions to Bank Accounts. If 
you have this optional module, you can find full details about its use in the Bank 
Account Reconciliation User’s Guide. 
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The Bank Accounts main screen, also called the bank register, contains all of the 
functionality to initiate account management and check writing procedures. If you 
have installed the Blackbaud optional modules Bank Account Reconciliation and 
Electronic Funds Transfer, then the Bank Accounts main screen also contains 
functionality to initiate these program procedures. 

From the Bank Accounts main screen, you can: 


r r& If you install 
n.7 Bank Account 
Reconciliation, then the 
Transaction Total changes 
to Account Balance once 
you run the Setup Wizard. 


• Add a new bank account 

• Add a new adjustment 

• View bank transactions 

• View account summaries 


• Delete a bank account 

• Make an account inactive 

• Import/export transactions 

• Add, edit, delete notes 


Preferences 


You can customize Bank Accounts to suit your needs by establishing settings on 
the Preferences screen. These settings are workstation and user-name specific. 

^ Setting bank register preferences 

1 . From the Bank Accounts main screen, select Edit, Preferences. The 
Preferences screen appears. 



2. Click Background color - Even lines or Background color - Odd lines 

to define the color of the grid lines displayed on the Bank Accounts main 
screen. A color palette appears. 

3. Select the color of your choice, and click OK. The program returns to the 
Preferences screen with your color choice appearing in the selection box. 

4. Click Check color if you want to choose a different color for your 
checks, and repeat step three. 

5. In the Default Check Format frame, select Show check form or Show 
“data entry” form. 






























This indicates whether you prefer to see the check as it will print or just 
the data to include on the check. 

6. In the Report Print Options frame, select Portrait or Landscape 

format. 

This defines the layout of your report. The Portrait format gives you a 
vertical layout while the Landscape format gives you a horizontal layout. 

7. Mark Show General Ledger distributions if you want all associated 
general ledger account distributions to print on the bank register report. 

8. In the Miscellaneous frame, mark Show horizontal lines, Show vertical 
lines, or Show clear date dialog. 

These checkboxes let you establish settings for the display of the ha nk 
register. 

9. Click OK to save your new preference settings and return to the Bank 
Accounts main screen. 

or 

If you want to clear all customized settings, click Reset to System 
Defaults, or click Cancel to return to the previous customized settings. 

Establishing check alignment settings 

This procedure lets you define preferences for the checks generated through 
Blackbaud’s Payroll, Accounts Payable, and Student Billing programs. 

1. From the Bank Accounts main screen, select Edit, Preferences, and click 
the Check Position tab. 



2. In the select the printer to adjust field, click [▼] and select from a list of 
available printers. 

3. Select Up or Down, depending on which direction you need to adjust 
your top margin. You can make adjustments in increments of 0.254 
millimeters. 

4. Enter a number in the Units to adjust box to specify how much you want 
the printer to move the top margin. 
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5. Click OK to return to the Bank Accounts main screen. 

^ Setting General Ledger preferences 

This tab appears when Blackbaud’s General Ledger and the optional module 
Bank Account Reconciliation are installed. This tab lets you set defaults to 
appear on the Post to General Ledger utility. This tab appears from the Bank 
Accounts main screen when you click Utilities, Post to General Ledger. 

1. From the Bank Accounts main screen, select Edit, Preferences, and click 
the General Ledger tab. 



2. Click [▼] and select a Bank Accounts source code. This becomes the 
default in the Post to General Ledger utility. 

3. In the Journal Reference frame, define Reference Field Name and 
Length. This becomes the default on the Posting Details tab of the Post 
to General Ledger utility. 

4. Click OK to save your entries and return to the Bank Accounts main 
screen. 

Legend 

The Bank Register Legend lets you select color preferences for transactions 
appearing in the bank register. You can use color to differentiate between check 
formats and payment statuses. By 

color-coding transactions, you can find specific transactions more easily when 
scrolling through the bank register. The process of selecting colors works 
similarly to the process used to select colors on the Preferences screen. 


























^ Establishing legend settings 


1. From the Bank Accounts main screen, click View, Legend. The Bank 
Register Legend screen appears. 



2. Click the color box beside the transaction you want to change. A color 
palette appears. 

3. Select the color of your choice, and click OK. The program returns to the 
Legend screen with your new color choice appearing in the selection box 

4. Click OK to save your new color settings and return to the Bank Accounts 
main screen. 


or 

If you want to clear all customized settings, click Reset to System 
Defaults, or click Cancel to return to the previous customized settings. 
When you click Cancel, the screen closes, and the program returns to the 
Bank Accounts main screen. 


Bank Account Records 


From the bank account record, you can define the account number, type, and bank 
information. With each account, you can define which Blackbaud program uses 
the account, add adjustment types, establish interfund entries, and add notes. You 
can also enter a contact person’s name and telephone number. 

^ Accessing Bank Accounts 

1. From the Start, Programs menu, select Blackbaud Payroll. The 
program group items appear. 
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2. Select Bank Accounts. The module opens, and the main screen appears. 



r r& The first time you open 
n/ Bank Accounts, the 
main screen appears with a 
blank grid. After you 
establish accounts, the 
screen opens and displays 
the last account accessed. 


New Accounts 

By completing the steps in the following two procedures, you can successfully 
add a bank account. Please see the Notes section in this chapter for information 
about how to add, edit, and delete a note. 

^ Completing the Bank Account tab 

1. From Bank Accounts, select File, New, New Bank Account. The Add a 
Bank Account screen appears. 


























































2. Enter a unique, alphanumeric identification in the Account ID field. 

3. Enter a Description of the bank account. 

4. Select the Account type from the drop-down list. Choose from 

Checking, Savings, or Other. 

5. Enter the ha nk assigned Account no. This is the account number 
provided by your banking organization. 

6. Enter the Bank name. 

7. In the Routing no. field, enter a numeric routing number. You need to 
enter only the first eight digits provided by your bank. The program 
creates the ninth digit. 

8. All other fields on the Bank Account tab are optional. Such optional 
information includes: whether the bank account is presently Inactive, 
bank address, contact person information, and bank telephone numbers. 
You can enter this optional information now or at a later date. 


Completing the Blackbaud Systems tab 

1. From the Add a Bank Account screen, select the Blackbaud Systems tab. 
The following screen appears. 



2. In the Use this account with these Blackbaud systems box, mark 
Payroll. The tab refreshes with new fields. 

3. From the Cash Account column, click [m] and select the account you 
want to correspond with each entry in the Payroll System column. 

4. In the General Options box, enter the Next computer 
check #. 

5. In the Manual Checks box, mark Same numbers as computer checks 
or Next check #. 

6. If you have the optional module Electronic Funds Transfer installed, then 
you can choose to mark the Allow Electronic Fund Transfers. 
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Account Management 

This section of the chapter explains: 

• Making an account inactive 

• Deleting a bank account 

• Printing a bank account 

• Exporting bank account information to Excel 

• Previewing/printing a bank account profile 

^ Making an account inactive 

Marking a bank account inactive prevents use of the account for future 
transactions. 

1. From the bank register, select the bank account you want to make inactive 
from the Bank Account list. 

2. Select File, Bank Information. The following screen appears. 



3. On the Bank Account tab, mark the Account is inactive checkbox. 

4. Click OK. The program saves the changes automatically. 


































^ Deleting a bank account 

You can only delete bank accounts that are not in use. If the account is in use, 
you receive a message stating the ba nk account ca nn ot be deleted. 

1. From Bank Accounts , select File, Bank Account List. A new screen 
appears. 



2. From the grid, highlight the account you want to delete. 

3. Click Delete Bank Acct. 

4. A warning message appears, asking if you want to delete the ha nk 
account. 



5. Click Yes. The program returns to the Bank Account List screen. 

^ Printing a bank account 

1. From the Bank Accounts main screen, select the Bank Account you want 
to print. The grid refreshes with the information from the selected ha nk . 

2. Select File, Print. 

^ Exporting bank account information to Excel 

Using the Export to Excel function, you can export information from Bank 
Accounts grids into a Microsoft Excel® spreadsheet program. The program 
prevents you from importing this information back into Bank Accounts. 

1. With your cursor in the bank register grid, select File, Export to Excel. 

You can accomplish this same step by clicking the right mouse button and 
select Export to Excel from the shortcut menu. 
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2. A message box appears. 



3. When the export is complete, the Excel spreadsheet appears with 

inform a tion from the grid. Now you can manipulate this in form a tion in 
Excel. 


r r& If you perform another 
V J Export to Excel 
without closing the 
spreadsheet, the program 
adds a second sheet to the 
active workbook with the 
new information. This can 
be helpful when working 
with multiple accounts or 
when preparing 
multi-purpose reports for 
hoard members. 


^ Previewing/printing a bank account profile 

You can select Print preview to preview a bank account profile before 
printing. 

1. From Bank Accounts, select File, Print Preview. The bank register 
information appears in a preview screen. 



2. You can print, e-mail, or export the report after viewing or click [x] in the 
upper right comer to exit. 

Bank Information 

This section of the chapter explains how to use filters and search functions to 
glean information from your bank account. The following procedures appear in 
this section. 

• Finding a bank account 

• Filtering a bank account 

































• Finding a transaction 

• Viewing/editing bank information 

• Viewing bank summary information 

• Sorting the bank register 

^ Finding a bank account 

1. From the Bank Accounts main screen, select File, Bank Account List. 
The Bank Account List screen appears. 



2. Filter the list of accounts and locate the account you need. 

3. FTighlight the account you want to view. 

4. Click Open Register. The Bank Accounts main screen refreshes with 
information from the newly selected account. 

^ Filtering a bank account 

You can control the amount of information displaying on the Bank Accounts 
main screen by activating any of the six filters found just below the register 
grid. These filters are particularly helpful when viewing many transactions 
from a single bank account or when searching for particular transactions. 

1. If you decide you only want to see Payroll adjustments on a certain date, 
then from the System filter on the Bank Accounts main screen, select 

Payroll. 

2. From the Type filter, select <A11 Adjustments>. 

3. Enter a date range in Transaction Date. 

4. Click Filter Now. The grid refreshes with your requested information. 

5. Click New Search, and the program refreshes the grid with information 
from the default filters. 


















Bank Accounts 


^ Finding a transaction 

When you want to locate a particular transaction quickly, you can use the 
Find feature. 

1. From the Bank Accounts main screen, select Edit, Find. The Find screen 
appears. 



2. From Field, click [▼] and select a field on which the program can search. 

3. Enter information in the Find what field. 

For example, if you are searching for a check and entered Checks in the 
Find field, then you can enter a specific check number here. The Find 
First and Find Next buttons become available. 

4. Select a Match, choosing from Any part of field, Whole field, or Start 
of field. 

5. Mark Match Case if you want to narrow your search further by having 
the Find feature search only for words with the same capitalization. 

6. Click Find First. The program searches for and highlights the first record 
matching your criteria. 

7. Click Find Next if you want the program to search for another record 
with the same criteria. 

^ Viewing/editing bank information 

1. From Bank Accounts, highlight the individual bank record you want to 
view or edit. 

2. Select File, Bank Information. The bank account record appears. 

3. Select the tab(s) you want to view or edit. Make any necessary changes. 

4. Click OK. The program saves the changes automatically. 

^ Viewing bank summary information 

The Bank Summary displays summary information about the account with 
particular systems transactions, post status, and cleared transactions status. 

1. From Bank Accounts, highlight the bank record you want open. 
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2. Select File, Bank Summary. A new screen appears. 



The status bar displays Current Account Balance, Last Reconciled By, 
and Last Reconciled On data. The system automatically updates this 
data. 

3. Click [▼] and select the summary type you want to display in the For 
field. Select from Blackbaud Systems, Transaction Types, 

Transaction Status, Post Status, and Adjustment Types. 

4. Click [▼] and select the status summary you want to display in the show 
field. Select from transaction Totals>, Transaction Types, 
Adjustment Types, Transaction Status, and Post Status. 

5. Click [▼] and select the dates you want to display in the Summary for 
field. Select from <A11 dates> or <Specific dates>. If you indicate 
<Specific dates>, Start and End fields appear for date entry. 

6. Click Recalculate to refresh the summary data. 

7. Click Close. The program returns to the Bank Accounts main screen. 

^ Sorting the bank register 

This procedure lets you define the way you want line items in the ha nk 
register to sort. 

1. From the Bank Accounts main screen, select Edit, Sort. The Sort Bank 
Register screen appears. 

2. In the Sort by field, click [▼] and select from 11 choices. 

You can choose from: No., Type, Date Reference, Checks, Deposits, 
Status, Clear Date, Reconcile Date, Post Date, Post Status, and Void 
Date. 

3. Click in the first Order field, and [▼] appears. 

4. Click 2 and choose Ascending or Descending. 

5. Click OK to save your new preference settings and return to the Bank 
Accounts main screen. 


or 
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If you want to clear all customized settings, click Reset to System 
Defaults; or you can click Cancel to return to the previous customized 
settings. Clicking Cancel closes the screen and takes you back to the 
Bank Accounts main screen. 

Notes 


^ Adding a note to a bank record 

From the Notes tab you can add, edit, or delete notes from the Bank Account 
record. You can also preview or print. 

1. From Bank Accounts , select File, Bank Information. 

2. Select the Notes tab. The following screen appears. 
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3. Click New Note. A blank note screen appears. 

m 


4. Enter information for Date, Type, Description, Title, Author. Type 
your note in the text box. 

5. Click Save and Close. 

^ Editing a note 

1. From Bank Accounts, select File, Bank Information. 

2. From the bank account information screen, select the Notes tab. 

3. Highlight a record and click Open. 

4. The Note record opens. Make your changes to the record. 
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5. Click Save and Close to save changes and close the record. 

^ Deleting a note 

1. From Bank Accounts, select File, Bank Information. 

2. From the bank information screen, select the Notes tab. 

3. Highlight record you want to delete. 



4. Click Delete. A confirmation message appears asking if you are sure you 
want to delete the record. 



5. Click Yes to delete. 

Bank Account Reconciliation 

Bank Account Reconciliation, an optional module, adds functionality to yarn Bank 
Accounts module. With Bank Account Reconciliation, you can reconcile your 
bank account, track the account balance, add adjustments, and review in-depth 
details about individual transactions. In addition, you can post to General Ledger, 
import Raiser’s Edge batches, and import General Ledger transactions. Please 
refer to the Bank Account Reconciliation User’s Guide for more information. You 
can also call the Blackbaud Sales Department at (800) 443-9441 or visit our 
website at www.blackbaud.com to receive additional information. 
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Checks 


Bank Accounts serves as the central location for printing checks, recording 
manual checks, printing the bank register, clearing checks, and voiding checks. 

If you have an account that uses Accounts Payable in addition to Payroll, then 
you can also record bank drafts and write direct disbursement checks. Please see 
the Accounts Payable User’s Guide for inform a tion about these functions. 

Print Payroll Checks 

The Print Payroll Checks screen includes three tabs: Criteria, Calculations, and 
Format. On these three tabs, you determine who to pay, how to distribute the 
money, and the information to include on the check and check stub. 

We discuss each tab in a separate procedure. In addition, the Format tab includes 
six formatting options, which we explain in six separate procedures. You can read 
and perform all of the following procedures to produce a successful check print. If 
you have questions about a specific tab or formatting option, you can go directly 
to the procedures that addresses your area of concern. 

Additional details appear in the Reference section. 

^ Completing the Criteria tab 

1. From Bank Accounts, select the Bank Account from which you want to 
print checks. 

If you write checks from more than one account, a screen appears asking 
you to select the type of checks you want to print. 

2. Select File, Checks, Print Checks. 

The Print Payroll Checks screen appears with the Criteria tab selected. 
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3. Click Include and select All Employees, Selected Employees, or One 
Employee. 

If you choose Selected Employees or One Employee, a search screen 
appears with filters to let you find and select specific employees. Once 
you find the needed employees, click Open. The program returns to the 
Print Payroll Checks screen and displays the selected employee or group 
name beside the Include button. 

4. Select to pay employees who receive Computer checks, EFT notices, or 
Split checks by marking the corresponding checkbox. 

5. Select to print checks for all or specific calculations by marking the 
corresponding option. If you choose specific calculations, then click Q to 
select from a drop-down list. 

6. Mark Create an output query of checks if you want to create a query of 
the checks created. 

7. Click Next to proceed to the Calculations tab. 

^ Completing the Calculations tab 

1. From the Print Payroll Checks screen, select the Calculations tab. 



2. Mark the Pay? checkbox beside each employee whose paycheck you 
want to approve. 

If you have a large number of employees to approve or deny paychecks, 
you can speed the process by using the Approve All and Unapprove All 
buttons. 

3. Click Hide Details if you want to see only the calculations grid and not 
the details about a specific record. Once you click this button, it becomes 
the Show Detail button, allowing you to click back to the default setting. 

4. Click Next to proceed to the Format tab. 


Va The program warns 
'C*/ you if you attempt to 
pay a calculation when an 
earlier one exists; however, 
it does not prevent you from 
paying the latter calculation 
first. The latter calculation 
turns red and a warning 
message appears. 
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^ Completing the Format tab (Attendance information) 

This tab contains a Format Options frame with seven options. We describe 
each option in a separate procedure. Since the Check format, Check date, 
Post status, and Post date fields remain the same, we describe these fields 
once in this first Format tab procedure. 

The EFT Format Option is available when you have the optional module 
Electronic Funds Transfer installed. Please see the Electronic Funds Transfer 
User s Guide for information about this option. 

1. From the Print Payroll Checks screen, select the Format tab. 



2. From the Check format field, click [▼] and select Laser check 
(pre-printed), Laser check (blank paper), Dot matrix check 
(pre-printed withholding), Dot matrix check (no pre-printed 
withholding), Laser EFT notice (pre-printed), or Laser EFT notice 
(blank paper). 

3. From the Check date field, click Q and select Today, Pay Date, Period 
End Date, or Specific Date. 

4. From the Post status field, click [▼] and select Not Posted or Do Not 
Post. 

5. From the Post date field, click [▼] and select Check Date, Period End 
Date, or Specific Date. 

6. From the Format Options frame, mark Attendance information. This is 
the default. 

7. Select attendance types to print on the check stub, choosing from Credit 
Attendance Record, Family & Medical Leave, Holiday, Other, 
Personal, Sick, and Vacation. 

You can click the Select All or Deselect All buttons if you want to mark 
or clear all options. 
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8. Click the Up and Down buttons to arrange the attendance types in the 
order you want them to appear on the check stub. 

9. In the Show accrued as of field, select Calendar Year or Specific Date. 

10. Click Print Checks Now. 

^ Completing the Format tab (Check stub information) 

1. From the Format Options frame, select Check stub information. New 
in formation appears in the right box. 

2. Select information to print on the check stub. Choose from Social 
Security Number, Federal exemptions, Federal filing status, Tax 
state, State exemptions, Show Medicare/Soc Sec separately. 

3. Click the Select All or Deselect All buttons if you want to mark or clear 
all options. 

^ Completing the Format tab (Check information) 

1. From the Format Options frame, select Check information. New 
in formation appears in the right box. 

2. From Use salutation code, click [▼] and make a selection for both the if 
present and otherwise use fields. 

3. Mark Print employee address if you want this to appear on the check. 

4. Mark Print Social Security Number if you want this to appear on the 
check. 

^ Completing the Format tab (Notes) 

1. From the Format Options frame, select Notes. New information appears 
in the right box. 

2. Mark Print Note on Check Stub if you want to add additional 
information on the check stub. New options become available. 

3. Select to Print the note from the employee record or Print this note. If 

you select the latter, then you can type your note in the corresponding text 
box. 

4. Mark Purge note from record after printing if you want the program to 
automatically delete the note once it prints on the check stub. 

5. Mark Print Note on Check if you want to add additional information on 
the check. New options become available. 

6. Select to Print the note from the employee record or Print this note. If 

you select the latter, then you can type your note in the corresponding text 
box. 

7. Mark Purge note from record after printing if you want the program to 
automatically delete the note once it prints on the check. 

^ Completing the Format tab (Print options) 

1. From the Format Options frame, select Print options. New information 
appears in the right box. 
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V& If you use a dot matrix 
O' printer, you may need 
to use an actual check. 


2. From Print checks to this printer, click [▼] and select a default printer. 

3. From Print reports to this printer, click [▼] and select a default printer. 

4. Enter a Starting check number. Click Restore Default to restore entry 
to its original program setting. 

5. Mark Skip first check number and the Void first check number option 
becomes available. 

6. From the Print checks in this order grid, select fields to Sort by and 
whether the Order should be Ascending or Descending. 

^ Completing the Format tab (Electronic signature) 

1. From the Format Options frame, select Electronic signature. New 
in form a tion appears in the right box. 

2. Mark Electronic signature. 

3. Click |V] and choose from the drop-down list. A sample of your selection 
appears in the Signature Preview box. 

^ Testing check alignment 

We recommend testing check alignment to ensure the checks are properly 
aligned in the printer before actually printing. 

1. From the Bank Accounts main screen, select File, Checks, Print Checks. 
The Print Payroll Checks screen appears. 

2. Click Test Alignment. The Testing Form Alignment screen appears. 



3. You can print to plain paper using sample data to test the alignment or use 
a check. If you use a check, the program defaults to the starting check 
number on the Format tab. You can mark the Increment starting check 
number to checkbox to have the program automatically update the 
starting check number. 

4. Click Print to print the test for alignment. 
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^ Running the Pre-check Report 

When you run the Pre-check Report, you can preview or print a check report 
before printing the checks. 

1. From the Print Checks screen, click Pre-check Report. The report 
processes and appears on the Preview screen. 



From the Preview screen you can review the report for accuracy and 
ensure the checks listed are those you want to print. 

2. Click [#] to print the report. 

^ Printing Payroll Checks 

1. Complete the fields and options on the Criteria, Calculations, and 
Format tabs. Please see the procedures associated with each tab for 
details about all of the fields and options. 

2. Click Test Alignment to ensure the check paper is correctly placed. 

3. Click Pre-check Report to review all of the information that will print on 
the check and check stub. 

4. Click Print Checks Later if you want to save your tab settings and return 
to the print job later. 

5. Click Print Checks Now, and the program sends the information to the 
print. 


Check Management 

This section of the chapter explains: 

• Recording manual checks 

• Renumbering checks 
















• Changing a check status to cleared or outstanding. 

Recording manual checks 

You can access the Manual Checks form through Bank Accounts. This 
function lets you record payments you have already made. 

1. From Bank Accounts , select File, Checks, Record Manual Check. The 
Record a Manual Check screen appears. 

If you write checks from more than one account, a screen appears asking 
you to select the type of checks you want to record. Make your selection 
and click OK. The Record a Manual Check screen appears. 

mu iiii"iiiiii 

A manual check is used to record a calculation already made for an employee. You cannot print a manual check. 

Employee name:|Ms. AmyBiant 15 ] Name: Ms. Amy Brant 

Check #:[22 Post status/date:(Not Posted 3 I 1 1/12/99 aj 

Check date:) 11/12/99 Jfj T Cleared On: | 3 



Hide Details | Record Now | Cancel 


2. Enter an Employee name. You can click [# 4 ] to search for the employee 
you need. The program automatically enters the next available Check #. 

3. Enter a Post status/date. 

4. To clear the check, mark the Cleared on checkbox and enter the date the 
check cleared. 

5. Mark the Pay checkbox to indicate the employee is to be paid with this 
manual check. 

6. Once you enter the correct information, click Record Now to record the 
manual check. 
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^ Renumbering checks 

Use this procedure to modify the numbering system and starting number for 
checks, electronic funds transfers, and bank drafts. 

1. From Bank Accounts, select File, Renumber Checks from the menu. The 
Renumber Checks screen appears. 



2. Click [▼] and select a transaction type, choosing from Checks, Electronic 
Funds Transfers, or Bank Drafts. 

3. Enter the Original start # and Original end # numbers in corresponding 
fields. 

4. Enter the New starting #. 

5. Click OK. The program saves the information and returns to the Bank 
Accounts main screen. 

^ Changing a check status to cleared or outstanding 

1. From the Bank Account field on the Bank Accounts main screen, select a 
ha nk account. 

2. Highlight the check or checks you want to clear. 

3. Select File, Change Status to, Cleared. The Clear Check screen appears. 

4. Enter a Clear date. 

5. If you want to use this date when clearing other checks, mark the Use this 
date when clearing other checks checkbox. 

6. Click OK. 

Voiding Checks 

You can void any active check at any time. Please review and consider the rules 

before attempting to void checks. 

Rules 

• If you void a check with a Posted status, then the program changes this 
status to To be reversed and retains the original post date. 

• If the original post date is in a closed fiscal period, and the General Ledger 
verification is on, then you need to change the post date to a date in an 
open fiscal period. 















• Once you post a voided check, the status becomes Reversed on date. 

• If you void a check with a Do not post status, the General Ledger is not 
affected. 

• If the above conditions are met, then you have the option to delete the 
related calculations. The program creates reversing entries for all 
calculations that are part of a voided check, regardless of whether the 
calculation is retained. 

• If a voided check has been posted, the program reverses it from the 
General Ledger as described above. 

• If you void a Not Yet Posted check, the post status changes to Do Not 
Post, and the Reversed On functionality described above is not necessary. 

• When you void a posted check, the date defaults to the original post status 
date. The date field can be modified until the 

reversal posts. 

• If the original post date appears in a closed fiscal period, the program 
issues a warning message immediately after changing the status of the 
check to Voided. 

• The clear status of any voided check should be disabled. 

• Once the check is reopened, the Void Transaction button is replaced by 
post status/date information. 

^ Voiding selected checks 

You can void selected written or unwritten checks, electronic funds transfers, 
or bank drafts. 

1. From Bank Accounts , select an account. 

2. Highlight the check or checks you want to void. 

3. Select File, Void, Selected Checks from the menu. The Void Selected 
Checks screen appears. 

4. Mark the Delete checkbox to delete the check number associated with the 
voided check. 

5. Click Void to void the displayed check, or Void All to void all of the 
highlighted checks. Skip maintains the displayed check and moves to the 
next highlighted check. 

^ Voiding unwritten checks 

You can void selected written or unwritten checks, electronic funds transfers 
or bank drafts. 


1. From Bank Accounts, select an account. 
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2. Select File, Void, Unwritten Checks. The Void Unwritten Check screen 
appears. 



3. Click [a] to select a date from the calendar. 

4. Enter the Transaction type field. Use the drop-down list to select 

Checks, Electronic Funds Transfers, or Bank Drafts. 

5. If voiding one check, enter the same check number in the Start # and End 
# fields. 

6. Click OK. A confirmation message appears that asks if you are sure you 
want to void the specified unwritten checks. 

7. Click Yes to void. 
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r% You can set your 
^ preferences in Query 
and Export to automatically 
include all criteria and sort 
fields in the output field list. 


Query and Export enables you to select and export records that meet a set of 
criteria you define. When you create a query, you are creating a definition for the 
records you want to include in your report. Payroll then processes only those 
records matching the query definition. 

A query group is simply a list of those records meeting the criteria you select. You 
can use queries throughout Payroll for procedures such as processing reports and 
printing checks, W-2 tax forms, and envelopes. 

By using a query, you can perform a function for a specific group of records. For 
example, you can create a query of your hourly employees, then use this query for 
processing an attendance report by department. 

The main function of Query and Export is to identify and generate a list of records 
based on defined criteria, which Payroll can then use to perform other functions. 
You can define a query to select and sort records by any field in the database, and 
by numerous summary fields. 

You can also extract information from the records in the query by defining the 
output fields. For example, if you create a query of salaried Product Development 
employees, the query contains a list of record IDs for those salaried employees 
whose home department is Product Development. However, to determine if you 
have defined the query correctly, you may want additional information to display 
on the Results tab. By defining output fields (for example, Social Security 
number), your query not only offers a list of the records included in the query, but 
also shows the information from selected fields of each employee’s record on the 
query Results tab. 

You can also export the information on the Results tab to a word processing, 
spreadsheet, or reports program. 

The process of creating a query is best illustrated by an example: 

Suppose you want to determine which of your employees began working at your 
company last year. You can create a query based on an employee’s Start date 
during the Last calendar year. After running the query, Payroll displays this 
specific information on the Results tab. 

In Query and Export , you can create, save, open, run, print, and delete a query. 
You can also refresh a query, merge two queries, and export the results of a query. 

Query Types 


To use queries correctly, it is important to have a basic understanding of the 
different query types Payroll can produce. There are ten query types from which 
to choose: Employee, Check, Payroll Calculation, Action, Event, Other Pay, 
Reduction/Deduction (Red/Ded), Flex Disbursement, Attendance, and 
Timesheet. 

Selecting a specific type instructs the program to look only at the IDs of the record 
type you want to include in the query. For example, only employee records are 
included in an Employee query. 

Selecting the query type is the first step in narrowing the list of records you want 
the program to access or process. 

Query Format 

Query format enables you to define whether the query is Dynamic or Static. 
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The Static query is a snapshot of the data at the time you establish the query. 
When you create the query, it searches through the database and generates a list of 
all records that match the specified criteria. The program stores this list with the 
Static query. 

If you run a report two months later using the same query, Payroll uses the list of 
records stored in the original query to produce the report. Any records you add to 
the database after you create the static query are not included in the query list and 
do not appear on any report generated by that query. 

For example, suppose you create a Static query to determine which employees 
will begin working at your company next year. After running the query, you enter 
two more employees also scheduled for next year. If you run a Static query with 
the same criteria again, only the employees from the first query display on the 
Results tab and in any report Payroll generates. 

Each time you use a Dynamic query, the program automatically refreshes the 
query, searches the database, gathers the records that match the query criteria, and 
provides the most current results. 

Using the example above, suppose you create a Dynamic query instead of a 
Static query. When you run the query, all employees, including those previously 
in the program and any new employees you enter, display on the Results tab and 
in any Payroll reports. 

Query Criteria Operators 

When you define a query, you establish a set of values, or requirements, a record 
must meet to be included in your search results. You establish each value by 
selecting a data field and then defining a criterion the field must meet. Payroll 
uses criteria operators to more precisely define criteria, allowing you to narrow a 
search to the records you want. In other words, criteria operators act as additional 
filters, focusing the search and reducing the number of records included. There are 
several criteria operators from which you can select, but not all criteria operators 
are appropriate for every field. 

Criteria Operators 

equals: When you select equals as your operator, records selected for the query 
must contain the exact entry you define. For example, if you select City equals 
Charleston, only records with the exact entry “Charleston” are selected. 

does not equal: When you select does not equal as your operator, you select only 
the records with entries that do not match the defined criterion. For example, if 
you select City does not equal Charleston, the program selects every record that 
does not contain “Charleston” as the city. 

greater than: When you select greater than as your operator, you indicate that 
records selected must contain a value greater than the one you define. For 
example, if you select Payment amount greater than 500, only records with a 
payment amount of $500.01 or greater are selected. Amounts of $500 or less are 
not included. 

greater than or equal to: Selecting greater than or equal to as your operator 
limits the records selected to those with a value greater than or equal to the one 
you define. For example, if you select Payment amount greater than or equal 
to 500, only records with payment amounts of $500 or greater are selected. This 
operator includes the value you select when extracting records. 
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less than: Selecting less than as your operator limits the records selected to ones 
with an entry less than the value you define. For example, if you select Payment 
amount less than 500, only records with payment amounts of $499.99 or less are 
selected. An amount of $500 is not included. 

less than or equal to: When you select less than or equal to as the operator, the 
records selected must contain an entry either equal to or less than the value you 
define. For example, if you select Payment amount less than or equal to 500, 
only records with a payment amount of $500 or less are selected. 

one of: Selecting one of as the operator means records selected must contain one 
of the entries you define. The one of operator acts as an Or between the entries 
you select. For example, if you select City is one of Charleston, Summerville, or 
Goose Creek, records selected must contain one of these three cities. 

not one of: Selecting not one of as the operator means records selected must not 
contain one of the entries you define. For example, if you select City is not one of 
Charleston, Summerville, or Goose Creek, records selected must not contain any 
of these entries. 

between: Selecting between as the operator allows you to select a range of entries 
records must contain for selection. This operator is inclusive. For example, if you 
select Payment amount is between 500 and 1000, records with payments 
between $500 and $1000 are included. Payments equal to $500 and $1000 are also 
included. 

not between: Selecting not between as the operator allows you to select a range 
of entries records must not contain to be included in the query. This operator is 
exclusive. For example, if you select Payment amount is not between 500 and 
1000, only records with payments less than $500 or more than $1000 are included. 
Payments equal to $500 and $1000 are not included. 

begins with: When you select begins with as the operator, the records selected 
must contain an entry that begins with the value you define. For example, if you 
select Last name begins with Bel, students whose last name contains “Bel” at the 
beginning (Bella, Bellingham, Bellmont, etc.,) are selected. You can use wildcard 
(special) characters with this operator. For more information, please see “Using 
Wildcard Characters” on page 426. 

does not begin with: When you select does not begin with as the operator, 
records selected must not begin with the entry you define. For example, if you 
select Last name does not begin with Bel, students whose last name does not 
have “Bel” at the beginning are selected. You can use wildcard characters with 
this operator. 

contains: Selecting contains as the operator selects records with the entry you 
define anywhere in the field. For example, if you define criteria for Last name 
contains Z, records of people with the letter “Z” anywhere in their last name are 
selected. You can use wildcard characters with this operator. 

does not contain: selecting does not contain as the operator selects records that 
do not contain the entry you define anywhere in the field. For example, if you 
define criteria for Last name does not contain Z, only records of people without 
a “Z” anywhere in their last name field are selected. You can use wildcard 
characters with this operator. 

like: The like operator allows you to use wildcard characters to replace a 
character or set of characters in a field. These wildcard characters are particularly 
useful when you are uncertain of a spelling or if you suspect a word is misspelled. 

not like: The not like operator selects records that do not contain the entry you 
define. You can use wildcard characters with this operator. 
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blank: The blank operator selects any record with a blank field you define. For 
example, if you select the SSN is blank, the program selects all records with an 
empty Social Security number field. 

not blank: The not blank operator selects any record with anything in the entry 
you define. For example, if you select the SSN is not blank, the program selects 
records with an entry in the Social Security number field. 

sounds like: You can use the sounds like operator when you want to select 
records based on a field for which you do not know the exact spelling. For 
example, suppose you want to add a note about a telephone conversation with an 
employee who says his name is Smith. Flowever, his name is actually spelled 
Smyth, which sounds like Smith on the phone. Since a search for Last name 
equals Smith does not bring up his record, you can query using Last name 
sounds like Smith. The program can then find his record. 

Another example would be the name Byrd which sounds like Bird. If you query 
using Last name sounds like Bird, you get records of anyone whose name sounds 
like Bird, including Byrd, Burd, Berd, etc. 

The sounds like operator is only available on text fields. 

<ask>: The <ask> operator allows you to defer the criteria selection for a field value until 
you actually run the query. For example, you may have a report run on different dates that 
otherwise contains identical criteria and output. As you create the query for the report, you 
can select the appropriate date fields and select <ask> as the criteria operator. When you 
run the query, an Ask at Runtime wizard screen appears, prompting you to select criteria 
for any fields defined by the <ask> criteria operator. 



You can then select any of the standard criteria operators or select <is any value>, 
a new option which includes all records for which the filter field have any value. 
You can click Review Criteria to review other criteria set for this query. 















Query Name: Admin Department List 

Description: List of Employees in the Admin Department with 
Phone Numbers. 


You have entered all of the required information for processing this query. If you 
want to review or change any criteria, click Back. If you are satisfied with the 
criteria, click Finish to begin processing the query. 



Click Next to continue through the wizard for any other Ask at Runtime fields, 
and click Finish to complete the wizard and run the query. 

Combining Operators 

And button - Use the And button between fields to indicate the records must meet 
both criteria for selection. 

Or button - Use the Or button between fields to indicate the records can meet 
either of the criteria for selection. 

Parentheses () buttons - Use the Parentheses buttons to separate a portion of the 
criteria formula. 

Using Wildcard Characters 

A wildcard criteria operator allows you to use a special character or a series of 
characters to define the conditions a record must meet for selection. 

Percentage (%): Use the percentage sign to replace a series of characters. For 
example, if you are looking for an individual’s record with the last name ending in 
“son,” you can use the criteria Last name like %son. The program selects records 
with a last name ending in “son” (e.g., Larson, Jackson, and Wilson). 

Query Merge Operators 

You can merge two queries to make a third query. The combination of records 
included in the final query is determined by the merge operator you use to create 
the third query. The following merge operators are available. 
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AND: When you select the merge operator AND, 
only records that are in both queries are in the 
resulting query. 


OR: When you select the combining operator OR, 
the two queries are added together to make one query, 
but records that appear in both queries only appear 
once in the third query. 


XOR: When you select the combining operator XOR, 
the final query contains only those records that are in 
either query, but not in both. If a record exists in both, 
it is eliminated. 


SUB: The order of the queries is important when 
using SUB to merge queries because the output query 
contains records that are only in the first (primary) 
query. All records that appear in the second 
(secondary) query and records that are in both queries 
are eliminated from the final query. 



Accessing Query and Export 


To begin creating queries, you must first open Query and Export. 

P Opening the Query and Export main screen 

1. From the Start menu, select Programs, Blackbaud Payroll. The Payroll 
modules appear. 
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2. Select Query and Export. The main screen appears. 



From Query and Export you can: 


• Add a query 

• Edit a query 

• Run a query 

• Refresh a query 

• Delete a query 

• Merge two queries 

• Export 

• View query properties 


• Print query results 

• Preview a query list 

• Print a query list 

• Refresh the query list 

• Establish preferences 

• Add favorites 

• Organize favorites 
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Creating Queries 

^ Adding a query 

1. From the main screen of Query and Export , select File, New. The New 
Query screen appears. 



2. Select the Query type and Query format from the drop-down lists. For 
more information, please see “Query Types” on page 422 and “Query 
Format” on page 422. 

3. In the Include in field, select to include the query in the Export Lists, 
Query Lists, or Both. 

4. Click OK. The New <query record> screen appears with the Criteria tab 
on top. 



5. Choose the criteria you want to use for selecting records from your 
database. 
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In the Available Fields frame, select a specific group of fields from the 
Show drop-down list or select <A11> to see a complete list of categories. 
You can expand each category by clicking on the plus sign to reveal all 
criteria fields. 

Highlight the field you want to use as a criterion for record selection and 
click Select. The Edit Field Criteria screen appears. 



6. Select the appropriate criteria Operator and Value from the drop-down 
lists. For more information, please see “Query Criteria Operators” on 
page 423. 

7. Click OK. The New Query record screen appears with the criteria 
displayed in the Filters frame. 

8. Select the Output tab. 
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9. Select the fields you want to appear as part of the final result. These are 
the fields from each of the selected records you want to view on the 
Results tab to ensure the appropriate records are selected. You can also 
export the output fields and use them in a custom report. 

To select an output field, expand the categories and highlight the output 
field you want in the Available Fields frame and click Select. The field 
appears in the Output frame. 

10. Select the Sort tab. 



11. Select how you want to sort your output fields. 

In the Available Fields frame, select a specific group of fields from the 
Show drop-down list or select <A11> to see a complete list of categories. 
You can expand each category by clicking the plus sign to reveal all the 
criteria fields. 


You can set your 
preferences in Query 
and Export to automatically 
include all criteria and sort 
fields in the output field list. 
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12. Select the Results tab to view the results of the query. 



If you are not satisfied with the query, click Back to return to any of the 
tabs and make corrections. When you are satisfied with the results, you 
can save the query for future use. 

13. Select File, Save. The Save Query As screen appears. 



Remember to select the 
“ appropriate filters for 

Query format and Include 


14. Enter the Query name and Description. Select the appropriate Query 
format and Include in list. 

15. If appropriate, mark Other users may execute this query and Other 
users may modify this query. 

16. Click OK to save the query. 
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Using and Editing Queries 

This section includes procedures for finding, editing, running, deleting, and 
refreshing queries. 

^ Finding a query 

You can also use the three filter fields at the top of the main Query & Export 
screen to find a query. Use these fields to narrow the list of queries displayed 
on the main screen and select from that list. The Find Query feature is helpful 
for locating queries created by other users or in other Blackbaud programs. If 
you have multiple users and you include <A11> queries in the database, the list 
can become very long. 

1. From the main screen of Query and Export, select Edit, Find. The Find 
Query screen appears. 



2. Select a query Field from the drop-down list on which to base your 
search. For example, if you are searching for a particular query by name, 
select Query Name. 

3. In the Find what field, enter the value of the field for which you are 
searching. 

4. In the Match field, indicate if the query you are looking for matches Any 

part of field, Whole field, or Start of field. 

5. If you want to specify that the field for Find what is case sensitive, mark 

Match Case. 

6. Click Find First to begin the search at the top of the list of your existing 
queries, or click Find Next to search for the next query matching your 
search criteria. Payroll highlights the query matching the defined criteria. 

7. Click Close to return to the main query screen. 

^ Editing a query 

You can change the properties of an existing query at any time. This may be 
necessary if, for example, you need to add an output field to a query or change 
the query’s criteria to include a particular attribute. 

1. From the main Query and Export screen, open the query you want to edit 
by highlighting the query from the list and clicking File, Open. 

2. The query opens with the Criteria tab selected. Make any necessary 
changes to the criteria. To change a field, highlight the field in the Filters 
list, and click Change. 

















Chapter 17 


The Edit Field Criteria screen appears. 



3. Make any changes to the Operator and Value fields. Click OK to save 
your changes and return to the query’s Criteria tab. 

4. Select the Output tab. 

Make any changes to the output fields. You can click Select to select 
additional fields, click the up and down arrow buttons to move the fields 
up or down in the list, click Remove to remove a field, or click Change to 
access and change the preferences for a field. 

5. Select the Sort tab. 

You can Select sort fields, Remove sort fields, Change the preferences 
for a sort field, move a field up or down in the sort order, or change a field 
from ascending (Asc) to descending (Desc) by clicking the appropriate 
button. 

6. After making the changes, select the Results tab. 

View the results to ensure you have updated the query correctly. 

7. If you want to replace the original query with the one you just edited, 
select File, Save. 
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If you want to keep the original query and create a new query based on the 
edits you just made, select File, Save As. The Save Query As screen 
appears. 



8. Enter the Query name. The Description defaults to this query’s previous 
description, but you can change it. 

9. Select the appropriate Query format and Include in list. 

10. If appropriate, mark Other users may execute this query and Other 
users may modify this query. 

11. Click OK to save the query. 

^ Editing query options 

You can edit the description of a query, allow access/edit rights to other users, 
pull selected records from other queries, and limit the output of a query for 
special purposes. This can often save time when you want to use an existing 
query, but need to modify some of its features. 

1. From the main screen of Query and Export, highlight the query you want 
to edit. Select File, Open. 

2. From the open query, select File, Options. The Options screen appears. 



3. You can edit the Description of the query. 
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If the query is open, 
click Run to run the 


r& You can move 
highlighted queries 
from one box to the other by 
using the left and right arrow 
buttons. You can delete 
several queries at once. 


4. If appropriate, mark Other users may execute this query and Other 
users may modify this query. 

5. If you want rows containing duplicate in formation to appear only once, 
mark Suppress duplicate rows. For example, if an employee’s name 
appears in two separate rows, you can eliminate the duplicate row, and the 
record appears only once. 

6. If you want the query to select from records in another query, but not 
from the entire database, mark Select from query, then click M to 
search for the query. This is a convenient way to create a new query by 
editing the existing query. You can, for example, choose to edit a query 
containing both hourly and salaried employee records if you need to print 
labels to send out a specific department notice. 

7. You can change the Query format and the Include in fields. The Query 
type automatically fills in and is not editable. 

8. In the Apply output limits frame, you can limit the query output results 
to a Random sampling or mark Limit to top rows to limit the results to 
the top rows only. This is useful if you want to create an unbiased 
selection process, such as a lottery selection, in which the program 
randomly selects five wi nn ers from among all the employees who 
participate in a training seminar. 

9. Click OK to save the options. 

^ Running a query 

1. From the main screen of Query and Export, highlight the query you want 
to run. 

2. Select File, Run Query or click [T| on the toolbar. The query processes 
and opens with the Results tab on top. 

From the Results tab, you can Print, Export, view Properties, or Find 
field values using buttons on the toolbar. You can also edit the visual 
Format of the display grid, and Refresh the records in the query. Select 
Records, Refresh to refresh the query data. You can use the Refresh 
option to update or “refresh” a static query. Refreshing updates the static 
query with new record information and data entered after the creation of 
the query. 

P Deleting a query 

1. From the main screen of Query and Export, highlight the query you want 
to delete. 
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2. Select File, Delete. The Delete Queries screen appears. 



The highlighted query appears in the Queries to Delete box. 

3. Click OK. A confirmation screen appears. 

4. Click Yes. 

^ Refreshing a query 

You can use the Refresh option to update or “refresh” a static query. 
Refreshing updates the static query with new record information and data 
entered after the creation of the query. 

1. From the main screen of Query and Export , highlight the static query you 
want to refresh. 

2. Select File, Refresh. Select Current Query from the submenu. The 
program refreshes the query, then displays a confirmation message. 

3. Click OK. 

^ Refreshing more than one query 

1. From the main screen of Query and Export , highlight one of the static 
queries you want to refresh. 

2. Select File, Refresh. Choose Selected Queries from the submenu. 


532 The Refresh option is 
disabled if the program 
is not able to refresh the 
query you highlight on the 
main screen. For example, 
the program cannot refresh a 
dynamic query or a static 
query merged with a 
dynamic query. 















The Refresh Queries screen appears. 



3. You can highlight a query and click the single arrow buttons to move it to 
either the Queries box or the Queries to Refresh box. Clicking the 
double arrow buttons moves all the queries from one box to the other box. 

4. Click Properties to view the properties of a highlighted query. From the 
Properties screen, you can click Print to print the query. 

5. Click Find to search for a particular query you want to refresh. 

6. Click OK. The program refreshes the selected queries and returns you to 
the main screen. 

Merging Queries 

You can merge two queries to make a third query. The combination of records 
included in the final query is determined by the merge operator you use to create 
the third query. 

^ Merging two queries 

1. From the main screen of Query and Export, highlight one of the queries 
you want to merge and select File, Merge. The Merge Queries screen 
appears. 



2. The Primary query field defaults to the name of the highlighted query. 
Enter the name of the second query in the Secondary query field. 
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You can also select the primary and secondary queries by clicking 0 to 
access the query search screen. 

3. Select the Merge operator. This operator determines which records from 
each query are included in the merged query. Select from: 

AND: All records in both queries are included in the merged query. 

OR: The two queries join to make one query. All records in both 
queries are included. However, records that appear in both queries are not 
duplicated. 

SUB: The order of the queries is important when using SUB to merge 
queries because the merged query contains only those records that are 
exclusively in the first (primary) query. All records that appear only in the 
second (secondary) query, and records that appear in both queries, are 
eliminated. 

XOR: The final query contains all records that appear in either query, but 
excludes any records that appear in both queries. 

4. Click OK. The Save Static Query screen appears. 



5. Enter the Query name. The Description defaults to a detailed 
explanation of your merge. 

6. In the Include in field, select the list in which you want to include the 
query. Choose from Query lists, Export lists, or Both. 

7. If appropriate, mark Other users may execute this query and Other 
users may modify this query. 

8. Click OK to save the query. 

Exporting Queries 

You can export information on the Results tab of any query to a word processing, 
spreadsheet, or reports program. Payroll is configured to include an excellent 
selection of export formats from which to choose. 

^ Exporting a query 

1. From Query and Export, highlight the query you want to export. 















2. Select File, Export. The Export Parameters screen appears. 



3. Select the Data format you want to use from the drop-down list of 
available formats. These include Character-Separated Values, Crystal 
Reports Database (MDB), Comma-Separated Values, dBase III, 
Excel 3.0, 4.0, or 5.0 (XLS), FoxPro Database, Internet Document 
(HTML), Lotus 1-2-3 (WK1 or WIG), Microsoft Access Database 2.x 
or 3.0, Microsoft Word Merge File, Rich Text Format\Microsoft 
Word Table (RTF), Text, and WordPerfect Merge File. 

4. Enter the Export file name and path or click [T77] to search for the file 
name and path. For example, if you want to save the file to a Files 
directory on the C:\drive, you can enter C:\Files\Employees.mdb. 

5. If you want to export a field with more than one value, you can create a 
separate record for each value, or create a single record for each category. 
If you want to create a single record, enter the appropriate information in 
the grid. 

6. Click OK to export the query. When the query finishes exporting, a 
message appears informing you that your export file has been created. 

7. Click OK. 

Printing Queries 

You can print a list of queries as well as the results of any query. Procedures for 
these two functions are provided in this section. 
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^ Printing a list of queries 

1. From Query and Export, select File, Print. Select Query List. The Print 
Query List screen appears. 



2. Mark Summary List or Detail List, depending on how much information 
you want to see in the list. 

If you mark Detail List, indicate if you want to Include field detail and if 
you want to Print one query per page by marking the checkboxes. 

3. Click the arrow buttons to move the queries you want to print from the list 
to the Queries to print box. 

4. If you want only queries you create to appear in the Queries box, mark 
Only show my queries. 

5. Click OK to send your selections to the printer. 

^ Printing query results 

You can print the results of any single query. 

1. From Query and Export, highlight the query you want to print. 


e Highlight a query and 
select File, Properties 
to view detailed information 
about the query, including 
the query type, description, 
format, and selected fields. 


e Click Find to easily 
locate a query in the 
print query list. 
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2. Select File, Print. Select Results. The query opens with the Results tab 
on top. 



The program automatically sends the results of the query to the printer. 

3. Select File, Close. 

Properties 

You can review the properties of any existing query. This is useful when you want 
to determine whether you can use a query for a particular application. 

^ Viewing query properties 

1. From Query and Export , highlight the query you want to review. 
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2. Select File, Properties. The Properties screen appears with the General 
tab on top. 



The information on this screen is view only and includes the query type, 
description, format, the date it was last run, the time it took to run the 
query, the date and by whom it was created, the date and by whom it was 
last modified, and access/editing rights information. 

Select the Selected Fields tab. The Properties <query name> screen 
appears. 



3. On this screen, you can view and edit the Criteria Fields, Output Fields, 
and Sort Fields used to define the query. 

4. Click OK, or click Print to preview the properties on screen. From the 
Preview screen, you can print or e-mail the properties of the query. 
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Favorites 


If you need to access a query often, you can add this query to a list of queries 
under Favorites on the Query and Export main screen toolbar. You can also 
organize or remove favorite queries. 


^ Adding a query to the list of favorites 

1. From the main screen of Query and Export, highlight the query you want 
to add to the favorites list. 

2. Select Favorites, Add to Favorites. The query is added to the list of 
favorites. 


^ Organizing the list of favorites 

1. From the main screen of Query and Export, select Favorites, Organize 
Favorites. The Organize Favorites screen appears. 



The Query Name, Type, and Description of each favorite displays on 
this screen. 

2. Highlight a query and click Remove to remove a query from the list. To 
change the order of the queries in the list, highlight a query and click the 
up and down arrow keys. 

3. Click OK. 

Preferences 


Query preferences determine the presentation defaults for query related screens 
and field values. You can select default formats for currency, dates, numbers, 
tables, and yes/no values. 

You can set preferences from the main query screen and from specific queries. 
Preferences set from a specific query affect that query only, while preferences set 
from the main query screen affect any new queries. 
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^ Setting general query preferences 

General query preferences affect all new queries. 

1 . From Query and Export , select Edit, Preferences. The Preferences 
screen appears with the General tab on top. 



2. Mark the checkboxes if you want to Display selection fields 
alphabetically and Display number of records found. 

3. In the Sort table entry order field, you can sort the table entries 
Alphabetically, by Table Order, or select Always Prompt so the 
program asks you for the order when creating a query. 

4. In the Show this tab first field, select which tab is on top when you open 
or add a query. 

5. In the New Queries frame, select the Default type, Query format, and 
Include in defaults. These fields determine how the New query toolbar 
button functions. If you select Ask as the Default type, the program asks 
you to select the query type before opening a new query. If you select a 
specific query type, a query using the specified type, format, and Include 
in information opens when you click the New toolbar button. 

6. Mark Recently opened query list and define the Number of records to 
list if you want to maintain a list of recently opened queries. You can 
Include records for which the following actions have been taken by 
marking New, Open, Run, Export, and/or Print. 

7. In the Double Click Options frame, you can determine the action 
performed when you double click a query. Select from Open, Run, 
Export, and Print from the Double click preference drop-down list. 

8. Indicate if you want to Round adjusted amounts to _ decimal places 
and enter the desired number of decimal places. 
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9. Select the Advanced tab. 



10. In the Automatic Output frame, mark the checkbox if you want the 
selected criteria fields and the selected sort fields to automatically appear 
as output fields. These options eliminate having to select from the list of 
criteria and sort fields again when you need to select your output fields. 

11. In the Summary Fields frame, mark the option(s) to automatically Apply 
criteria, Do not apply criteria, or Prompt you to select how you want to 
apply criteria. 

12. Select the Currency tab. 
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13. Mark the checkbox if you want Payroll to Use Windows default format. 
If you do not want to use the default, mark the checkboxes for the format 
options you want to appear: Show currency character, Show 1000’s 
separator, and Show decimals. 

14. Select the Negative amount format from the drop-down list, either a 
minus sign or parentheses. 

15. Select the Number tab. 



16. Mark the checkbox if you want Payroll to Use Windows default format. 
If you do not want to use the default, mark the checkboxes for the format 
options you want to appear: Show 1000’s separator, Show decimals, 
and Show percent sign. 

17. Select the Negative amount format from the drop-down list, either a 
minus sign or parentheses. 
















Chapter 17 


18. Select the Date tab. 



19. Mark the checkbox if you want Payroll to Use Windows default format. 
If you do not want to use the default, select the Order in which you want 
the day, month, and year to appear. Select from month, day, year (MDY); 
day, month, year (DMY); and year, day, month (YDM). 

20. Select the Format for the Month, Day, and Year fields. Enter either a 
dash or a slash for the dividing fields. 

21. Select the Tables tab. 



22. In the Description frame, mark the appropriate option if you want tables 
to appear using the Short description or Long description. 
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23. Select the Yes/No tab. 



24. Select the appropriate Yes/No field format from the drop-down list. This 
determines how a Yes/No field appears throughout Query and Export. 

25. Click OK. 

^ Setting specific query preferences 

In addition to setting general preferences for all queries, you can define and edit 
preferences for each query you create. 

1. From the main screen of Query and Export, highlight a query and select 

File, Open. 
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2. Select Edit, Preferences. The Preferences screen appears with the 
Currency tab on top. 


Currency | Number | Dale | Tables | Yes/No | Optimizations ] 

|~ iUse Windows default format 
Currency Format Options- 


13 


V Show currency character 
r Show 1000's separator 
Show decirnals 


Sample Format 

Amount: (1235) 


Negative amount format: [(1234) ^ 


From this screen, you can set preference information specific to the open 
query. 

3. Mark the checkbox if you want Payroll to Use Windows default format. 
If you do not want to use the default, mark the checkboxes for the format 
options you want to appear: Show currency character, Show 1000’s 
separator, and Show decimals. 

4. Select the Negative amount format from the drop-down list, either a 
minus sign or parentheses. 

5. Select the Number tab. 
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6. Mark the checkbox if you want Payroll to Use Windows default format. 
If you do not want to use the default, mark the checkboxes for the format 
options you want to appear: Show currency character, Show 1000’s 
separator, and Show decimals. 

7. Select the Negative amount format from the drop-down list, either a 
minus sign or parentheses. 

8. Select the Date tab. 



9. Mark the checkbox if you want Payroll to Use Windows default format. 
If you do not want to use the default, mark the Order in which you want 
the day, month, and year to appear. Select the Format for month, day, 
year (MDY); day, month, year (DMY); and year, day, month (YDM). 
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10. Select the Tables tab. 



11. In the Description frame, mark the appropriate option if you want tables 
to appear using the Short description or Long description. 

12. Select the Yes/No tab. 



13. Select the appropriate Yes/No field format from the drop-down list. This 
determines how a Yes/No field appears for the query. 

14. Select the Optimizations tab. 
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When generating the list of records matching your query criteria, Payroll 
follows a specific process. This process is not always the most efficient 
for a small percentage of queries. If you have a large database and 
typically run complex queries, the checkboxes on this screen (when 
marked) prompt the program to always use the most efficient method to 
generate the list of records. 

15. Mark the checkboxes to Use attribute functions in select clause and Use 
code table functions instead of joins. 

16. Click OK. 
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Mail is where you use the information stored in your Payroll for Windows 
database to design and print labels, envelopes, Rolodex™ and index cards, and 
W2 forms. You can design and save a parameter form to serve as a template, save 
it with a name specific to its purpose, and reuse it later. 

On the main screen, you can open, modify, and save parameter files. You can also 
use each parameter file to print selected mailings, preview mailings on the screen, 
export information for each mailing function in a variety of formats, or send 
mailing information as e-mail. Payroll also includes Magnetic Media capabilities 
for W-2 Forms for states requiring them. 

Accessing Mail 

^ Accessing Mail 

1. From the Start menu, select Programs, Blackbaud Payroll. The Payroll 
program group items appear. 


m Accounting Queue 
^ Bank Accounts 
Configuration 
(3 Employees 
0 Global Change 
Import 
[3 Mail 

ip Query and Export 
0 Reports 
df) Security 

Utilities and Housekeeping 


2. Select Mail. The main screen of Mail appears. 
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From Mail, you can: 


• Print labels 

• Run label truncation reports 

• Print envelopes 

• Print W-2 forms 

• Print index and rolodex cards 

• Create Magnetic Media files 

• Print W-3 forms 



Preferences 

You can set specific preferences for Mail. All preferences are workstation-based 
and therefore not associated with your user name. From the main screen in Mail, 
select Edit, Preferences to view the Preferences screen. 

You can set preferences that relate to all functions in Mail. You can have the 
program Automatically save mailing parameters, or you can set a preference to 
Show only my mailings (which means only mailings you create appear). You can 
select a default preference for font Name and Size to use for all mailings. You can 
change this default for individual mailings 

W-2 Forms 


Employers prepare individual employee W-2 Forms, Wage and Tax Statement, 
after the close of a calendar year. These forms show wages paid to and taxes 
withheld from each employee during the specified year. Employers mail W-2 
Copy A or magnetic media of W-2 Form information to the Social Security 
Administration, which then credits that information to the employee’s earnings 
record. Employers who file 250 or more W-2 forms must file their reports on 
magnetic media. You have the choice of single across, double across, or laser 
when printing W-2 forms. 

You can print W-2 and W-3 Forms and create Federal Magnetic Media and State 
Magnetic Media. 

General Tab 


On the General tab, you can enter general information for the parameter file. You 
can choose which employees you want to include and also select additional print 
options and W-3 contact information. 

Print Finish / W3 form 

On the General tab, you can select to print W-3 forms. You can only print W-3 
forms after W-2 parameters have been defined and printed. 

If you marked the Print W-3 form checkbox on the general tab, printing resumes, 
and the W3 form starts printing based on the last batch of W-2 forms. This option 
allows you to change paper before printing a W-3 form. 


The W-3 information 
that prints is the same 
as the grand total report 
found in DOS. 
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Magnetic Media Tab 

On this tab, you can create a W-2 file for submission of federal and state tax 
returns. Many states allow the submittal of a W-2 Form to the IRS. The IRS then 
transfers this inform a tion to the state tax revenue office. 

Departments Tab 

The Departments tab is included for all mailing functions with the exception of 
label truncation reports. The departments listed here are defined in Configuration 
on the Departments tab. This function allows you to filter batches of print jobs by 
department. 

Attributes Tab 

The Attributes tab allows you to filter records in your database based on attributes 
you define on the employee records. This tab is divided into two sections, one in 
which you can choose to include or exclude employees with certain attributes and 
one in which you can choose to add, update, or delete certain attributes for each 
employee. 

Format Tab 


On the Format tab, you establish the W-2 sort order and form adjustment. The 
options you select on this tab are specific to sorting W-2’s and therefore, do not 
include all employee fields found in Labels, Envelopes, and Cards. 

W-2 Form Printing Rules 


You have the option to 

' J Print grand totals 
report from the 
Print/Create button. 


If printing is interrupted, the system resumes printing starting with the last 
W-2 form successfully printed. 

If printing is interrupted the control report displays the W-2 amounts 
printed before the interruption. You can reconnect to the printer, finish the 
batch of W-2 forms, and print the control report, which shows the entire 
run. 


Printing a W-2 Form 

The procedures in this section explain all of the tabs and fields involved in 
printing a new W-2 form. 

^ Completing the General tab 

1. From Mail, open the Payroll folder on the left side of the screen. 





Mail 


2. Double click the Forms folder. Highlight W-2 forms. 



3. Select File, New. The New W-2 Forms screen appears with the General 
tab selected. 



4. Click Include and choose to include All Employees, Selected 
Employees, or One Employee in the print run. 

If you choose Selected Employees, the search screen appears. If you 
choose One Employee, locate and open the appropriate employee from 
the search screen. 

5. Enter the Tax year for which you are printing. 

6. Enter a Starting control number. This number is user-defined. 

7. Mark the Print W-2 Forms checkbox if you want to print W-2 Form s . 
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r& You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 


8. Select the Format type from the drop-down list. Your choices are 

Single-Across, Double-Across, or Pre-Printed Laser. 

9. If you select Pre-Printed Laser, the Copy field is enabled and you can 
choose an option from the drop-down list. Choices include A-Social 
Security Administration, B-Employee’s federal tax return, 
C-Employee’s record, D-Employer, 1-State, city, or local tax 
department, 2-State, city, or local tax department. 

10. In the Additional Print Options frame, you can mark Print grand totals 
report to receive a report of the totals. 

11. You can mark the checkboxes to Include print summary totals for State 
and/or Locality. 

12. In the Print reports to field, select a printer from the drop-down list. 

13. If you mark Print W-3 form, the fields in this frame are enabled. You can 
select the Kind of payer from the drop-down list. Choices include 941, 
Military, 943, CT-1, Hshld. emp,, Medicare govt, emp. You can also 
enter a Contact person, Telephone #, Fax #, and E-mail address. 

14. If you want, mark Create output query. When you mark this checkbox, 
the program creates a query of those records for which it prints W-2 
forms. 


^ Completing the Magnetic Media tab 

1. Select the Magnetic Media tab. 



On this tab, you can create Federal and state magnetic media files. 

2. Mark the Create W-2 Magnetic Media File checkbox to activate the 
fields in this frame. 

























3. Select a Format from the drop-down list. If you are resubmitting this 
W-2, mark Resubmission. 

4. In the TLCN field, enter the Tape Library Control Number. 

5. In the PIN of authorized filing employee field, enter your PIN number. 

6. In the Preparer Code field, select a code from the drop-down list. 

7. Enter a File path or click [777] to search. 

8. Select a Disk type from the drop-down list. Disk types include 3.5H 
(1.44mb), 3.5L (720k), 5.25H (1.2mb), 5.25L (360k),and Local Drive. 

9. Mark the State option and select a state from the drop-down list to create 
state magnetic media. 

10. Mark Create Federal Copy to create a federal magnetic media file. 

^ Completing the Departments tab 

1. Select the Departments tab. 



On this tab, you determine the departments for which W-2 forms are 
printed. 

2. You can mark Include all departments or Include only selected 

departments. If you mark Include only selected departments, highlight 
the departments you want and, using the arrow buttons, move the 
departments into the Include these departments box. 
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^ Completing the Attributes tab 

1. Select the Attributes tab. 



From this tab, you can choose to include or exclude records based on an 
attribute. Also, you can add, update, or delete attributes for each 
employee. 

2. Mark Include or Exclude Employees With these Attributes to activate 
the grid. In the Filter column, choose Include or Exclude from the 
drop-down list. In the Category column, click the field to select from the 
drop-down list of available categories. 

In the Description column, select the appropriate description from the 
drop-down list. The Short Desc (description) displays, if available. 

3. Mark Add, Update, or Delete these Attributes for each Employee to 
activate the grid. You can select an Action, Category, Description, 
Short (description), Date, and enter a Comment. Based on the Action 
you select, the program will Add, Update, or Delete the attributes you 
define in the grid. 
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^ Completing the Format tab 

1. Select the Format tab. 



2. In the Format Options frame, mark Form adjustment. Mark either Up 
or Down for the Adjust margins option and enter the number of Units to 
adjust. 

3. In the Format Options frame, mark Output options. The following 
screen appears. 



You can click Layout 
to get a preview of the 
printed statement and print 
the layout on a sample sheet 
to test the alignment. 


r& On the General tab, if 
you include only 
Selected employees, the 
Sort by field includes the 
Query option. If you select 
Query from the drop-down 
list, the other fields on this 
screen are disabled. 
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without a saved parameter 


the form on screen without 


saving the criteria. However, 



4. In the W-2 Sort Order frame, you can choose up to two fields to Sort by 
and whether to sort them in Ascending or Descending order. Fields 
include Employee Name, Employee ID, Nickname, Status, SSN, 
Birthdate, Home Dept, Job Position, or Start Date 


you must reenter the criteria. 


changes after previewing, 


form, if you need to make 


5. Click Layout to view a sample of how the form will print. Close the 
Layout screen and return to the parameter form where you can Preview or 
Print the form. 


6. If you want to preview the form, click Preview. The Save Mailing As 
screen appears. 

Enter the Mailing name and Description. If you want, mark Others can 
execute this mailing and/or Others can modify this mailing. Click Save 
and Preview. 


From the Preview screen you can print or e-mail the form. 



7. If you want to print the form, click Print. The Save Mailing As screen 


choose not to print the form 
from the Preview screen, 


appears. 


you can open the saved 


Enter the Mailing name and Description. If desired, mark Others can 
execute this mailing and/or Others can modify this mailing. Click Save 
and Print. 


parameter form and print the 
form without reentering the 
criteria. 


^ Creating a W-2 Magnetic Media File 

Employers mail W-2 Copy A or magnetic media of W-2 Form in form a tion to the 
Social Security Administration, which then credits that information to the 
employee’s earnings record. Employers who file 250 or more W-2 forms must file 
their reports on magnetic media. 

1. From Mail, open the Payroll folder on the left side of the screen. 

2. Double click the Forms folder. Highlight W-2 forms. 

3. Open an existing W-2 form or select File, New. 





4. Select the Magnetic Media tab. 



On this tab, you can create federal and state Magnetic Media. 

5. Mark Create W-2 Magnetic Media File. The Print button now becomes 
Print/Create. 

6. Enter a File path or click [TT7] to search for a file. 

7. Select a Disk type from the drop-down list. Disk types include 3.5H 
(1.44mb), 3.5L (720k), 5.25H (1.2mb), 5.25L (360k),and Local Drive. 

8. You can choose to create a state or federal Magnetic Media file. To create 
a state magnetic media file, mark State and select a state from the 
drop-down list. 

To create a federal magnetic media file, mark Create Federal Copy. 

9. Enter any necessary W-2 information on the General, Departments, 
Attributes, and Format tabs (see the procedure for “Printing a W-2 Form” 
on page 646). 

10. Click Print/Create. The program creates a magnetic media file after 
printing the W-2 report. 

Labels 


In the Payroll folder, you will find the Labels, Envelopes, and Cards folder. 
This folder contains the Labels, Label Truncation Report, Envelopes, and 
Rolodex and Index Card options. The first time you print labels, you need to 
create a parameter file. Then, you can save the parameter file and reuse it. You 
can create as many parameter files as your organization needs, and use them 
multiple times. 






















^ Creating a new label parameter file 

1. From Mail, open the Payroll folder on the left side of the screen. 

2. Double click the Labels, Envelopes, and Cards folder. Highlight 
Labels. 

3. Select File, New. 

4. The New Labels screen opens. Each label parameter file contains five 
tabs. Using the fields on these tabs, you establish criteria to determine 
how your labels print. 

General Tab 

On the General tab, you can enter general information for the parameter file. You 
can choose which employees to include in the label run and also select a label font 
and font size. 

Fields to Include Tab 

From the Fields to Include tab, you choose which fields you want to print on the 
label and the order in which you want them to print. 

Departments Tab 

On the Departments tab, you can filter batches of print jobs by department. The 
departments listed here are created on the Departments tab in Configuration. 

Attributes Tab 

From the Attributes tab, you can include or exclude records based on an attribute. 
You can also add, update, or delete attributes for each record during the label 
processing. 

Format Tab 

On the Format tab, you can choose to establish output options, name formats, and 
truncation reports. 

For output options, you establish the label sort order and other output options, 
such as printing in all caps or omitting punctuation. 

Finally, you can choose to print the truncation reports before the labels run to see 
if the label text is cut off vertically or horizontally. This report is set up identically 
to the actual label run, as it is designed to check the information for the designated 
records included in the label run. On the series of parameter tabs for the Label 
Truncation Report, you must set up the labels as if you are printing them. 

Under the Truncation Reports option, you can also indicate if you want the 
program to either create an exception query and/or exclude records from the label 
run for any truncated records the program finds. 
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Once you enter the criteria, you can click the appropriate button to view the 
Layout, Preview the label run on screen, or Print the labels. 

Printing labels 

The procedures in this section explain all of the tabs and fields involved in 
printing labels. 

^ Completing the General tab 

1. From Mail, open the Payroll folder on the left side of the screen. 

2. Double click the Labels, Envelopes, and Cards folder. 

Highlight Labels. 
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r& The Start printing in 
■C*/ Row and Column 

options are not available for 
tractor-fed labels 


3. Select File, New. The New Labels screen appears with the General tab 
selected. 



4. Click Include and choose to include All Employees, Selected 
Employees, or One Employee in the print run. 

If you choose Selected Employees, the search screen appears. If you 
choose One Employee, locate and open the appropriate employee from 
the search screen. 

5. In the Label type column, highlight the type of label on which you are 
printing. The label type grid contains all of the supported label types for 
which Payroll can print labels. 

6. Select the Label font and the Font size from the associated drop-down 
list. 

7. Select the Start printing in Row number and Column number using the 
scroll buttons or enter the numbers. 

8. If desired, mark Create output query. When you mark this checkbox, 
the program creates a query of those records for which it prints labels. 
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^ Completing the Fields to Include tab 

1. Select the Fields to Include tab. 



The fields selected in the grid print on the label in the order they appear, 
except for the USPS Barcode, which always prints at the top of the label. 
The fields print one per line. 

2. In the Field Name column, select a field from the drop-down list of 
available fields. 

3. In the Options column, either <No options available> appears, or you 
can select from the drop-down list any of the options associated with the 
selected field or enter a user-defined message which displays on the label. 

4. You can move the fields Up or Down, Insert a field, or Delete a field by 
clicking the appropriate buttons. You must specify at least one field to 
include on the label. 


You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 
tab. 


rA For those fields 
without options, <No 
options available> appears. 
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^ Completing the Departments tab 

1. Select the Departments tab. 



2. On this tab, you can mark either Include all departments or Include 
only selected departments in the print run. If you want to include only 
selected departments, highlight the departments and, using the arrow 
buttons, move them to the Include these departments box. 
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^ Completing the Attributes tab 

1. Select the Attributes tab. 

File Edit View Help 

y m Ei a « ? * 



On this tab, you can choose to include or exclude records based on an 
attribute. Also, you can add, update, or delete attributes for each record 
included in the label run. 

2. If you want, mark Include or Exclude Records With these Attributes. 

3. In the Filter column, choose Include or Exclude from the drop-down list. 

4. In the Category column, click the field to select from the drop-down list 
of available categories. 

5. In the Description column, select the appropriate description from the 
drop-down list. The Short Desc (description) appears, if available. 

6. If desired, mark Add, Update or Delete these Attributes for each 
Record. For each attribute, select the Action you want. Select the 
Category and Description. Enter any Short description, Date, and/or 
Comment you want to associate with the attribute. 
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^ Completing the Format tab 

1. Select the Format tab. 



2. In the Format Options frame, mark Output options. The fields in the 
right frame display the output options. 

3. In the Label Sort Order frame, you can choose up to two fields to Sort 
by and whether to sort them in Ascending or Descending order. Fields 
include Employee Name, Employee ID, Nickname, Status, SSN, 
Birthdate, Home Dept, Job Position, or Start Date. 

4. Mark the appropriate checkboxes if you want the program to Print in 
ALL CAPS, Omit punctuation, Skip this many lines before printing 
the first line (when marked, enter the number of lines to skip), Include 
this many spaces before each line (when marked, enter the number of 
spaces to include before each line). 
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5. In the Format Options frame, mark Name formats. The following 
screen appears. 



6. Select your first choice of addressee/salutation to Use for employees, then 
enter the addressee/salutation to use if the first choice is not available in 

name as it appears in the Name field. 

7. In the Format Options frame, mark Truncation reports. The following 
screen appears. 
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33S You can click Preview 
“ without saving to view 
the form on screen without 
saving the criteria. However, 
without a saved parameter 
form, if you need to make 
changes after previewing, 
you must reenter the criteria. 


fl^jlf you click Save and 
V— /Preview, and then 
choose not to print the form 
from the Preview screen, 
you can open the saved 
parameter form and print the 
form without reentering the 
criteria. 


8. Mark Print Truncation Reports before Label Run to enable the options 
in this frame. Mark the checkbox if you want to Check for horizontal 
truncations and/or Check for vertical truncations. Mark the checkbox 
to indicate if you want the program to create an exception query and/or 
exclude the record from the label run. 

9. Click Layout to view a sample of how the form will print. Close the 
Layout screen and return to the parameter form, where you can Preview 
or Print the form. 

10. If you want to preview the form, click Preview. The Save Mailing As 
screen appears. 

Enter the Mailing name and Description. If desired, mark Others can 
execute this mailing and/or Others can modify this mailing. Click Save 
and Preview. 

From the Preview screen you can print or e-mail the form. 

11. If you want to print the form, click Print. The Save Mailing As screen 
appears. 

Enter the Mailing name and Description. If desired, mark Others can 
execute this mailing and/or Others can modify this mailing. 

12. Click Save and Print. Several screens may appear briefly, such as a 
status bar, when the labels print. You can also click Print without 
saving. After the labels print, a screen appears verifying the labels printed 
correctly. 

You should check the labels and answer accordingly. If they did not print 
correctly, the program asks if you want to print the labels again. 

^ Editing fields to include on labels 

When printing labels, you need to select which fields you want to print. Selecting 
fields is just one of the steps in defining the criteria for printing labels. 

1. From Mail, open an existing label parameter. 
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2. Select the Fields to Include tab. 



3. In the grid, select the fields you want to edit. 

4. In the Options column, either <No options available> appears, or you 
can select from the drop-down list any of the options associated with the 
selected field or enter a user-defined message which displays on the label. 

5. Once you select fields, edit or adjust their position by clicking Up or 
Down. Delete removes a field from the grid. Insert adds a row to the grid 
above the selected row. 


/A For those fields 

without options, <No 
options available> appears. 


^ Changing label format 

1. From Mail, open an existing label parameter. 
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2. Select the Format tab. 



3. In the Format Options frame, mark Output options. The fields in the 
right frame display the output options. 

4. In the Label Sort Order frame, you can choose up to two fields to Sort 
by and whether to sort them in Ascending or Descending order. Fields 
include Employee Name, Employee ID, Nickname, Status, SSN, 
Birthdate, Home Dept, Job Position, or Start Date. 

5. Mark the appropriate checkboxes if you want the program to Print in 
ALL CAPS, Omit punctuation, Skip this many lines before printing 
the first line (when checked, enter the number of lines to skip), or 
Include this many spaces before each line (when checked, enter the 
number of spaces to include before each line). 
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6. In the Format Options frame, mark Name formats. The fields in the 
right frame change to the name format options. 



7. Select your first choice of addressee/salutation to Use for employees, then 
enter the alternate addressee/salutation to use if the first choice is not 
available in the otherwise use field. If you select <Name>, the program 
prints the name as it appears in the Name field. 

8. In the Format Options frame, mark Truncation reports. The truncation 
report options appear on the right. 
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395 From the Save Mailing 
As screen, you can 
click Preview without 
saving to view the labels on 
screen without saving the 
criteria; however, without a 
saved parameter form, if you 
need to make changes after 
previewing, you have to 
reenter the criteria. If you 
click Save and Preview and 
then choose not to print the 
labels from the Preview 
screen, you can open the 
saved parameter form and 
print labels without 
reentering the criteria. 


9. You can mark Print Truncation Reports before Label Run to enable 
the options in the frame. 

10. Mark the checkbox if you want to Check for horizontal truncations 
and/or Check for vertical truncations. Mark the checkbox to indicate if 
you want the program to create an exception query and/or exclude the 
record from the label run if truncations are found. 

^ Accessing Label Truncation Report Options 

1. From Mail, open the Payroll folder. 

2. Double click the Labels, Envelopes, and Cards folder and highlight 
Labels. 

3. Select the Format tab. Mark the Truncation reports option in the 

Format Options frame. 



4. The truncation report options appear on the right. You can mark Print 
Truncation Reports before Label Run to enable the options in this 
frame. Mark the checkbox if you want to Check for horizontal 
truncations and/or Check for vertical truncations. If truncations are 
found, mark the checkbox to indicate if you want the program to create an 
exception query and/or exclude the record from this label run. 

^ Printing a label truncation report while printing labels 

1. From Mail, open an existing label parameter file or create a new 
parameter file. 

2. Select the Format tab. 
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3. In the Format Options frame, mark Truncation reports. The truncation 
report options appear on the right. 



4. Mark Print Truncation Reports before Label Run to enable the options 
in this frame. 

5. Mark the checkbox if you want to Check for horizontal truncations 
and/or Check for vertical truncations. 

6. Indicate which action the program should take if truncations are found by 
marking Create exception query and/or Exclude record from this label 
run. 

The truncation reports print before the labels. Depending on the action 
you select, the program excludes the record from the label run and, if 
selected, includes the name of the employee in the exception query. 


Mark Create exception 
query to maintain a 
record of those records for 
which a label did not print. 


Label Truncation Reports 


You can run label truncation reports before the actual label run to ensure the 
selected information fits completely on each label. This report is set up almost 
identically to the actual label run, as it is designed to check the information for the 
designated records included in the label run. On the series of parameter tabs for 
the Label Truncation Report, you must set up the labels as if you are printing 
them. 

When you must truncate labels vertically (too many lines to fit on the label), there 
is a specific order in which the program truncates fields/lines. Lines truncate 
vertically in the order you enter them. For example, if you have a label that can 
have four lines, but you specify seven lines of information (User Defined 
message, <Blank Row>, Employee ID, Employee Name, SSN, Start Date, 
<Blank Row>), the last three lines vertically truncate. 
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^ Running a label truncation report without printing labels 

1 . From Mail, open the Payroll folder on the left side of the screen. 

2. Double click the Labels, Envelopes, and Cards folder. Highlight Label 
Truncation Report. 

3. Select File, New. The New Label Truncation Report screen appears. 



4. Mark the parameters on the series of tabs, as though you are actually 
preparing to print the labels (see the procedure for “Printing labels” on 
page 657). 

5. Click Print to print the Label Truncation Report. 

Envelopes 

In the Payroll folder, you will find the Labels, Envelopes, and Cards folder. 
This folder contains the Labels, Label Truncation Report, Envelopes, and 
Rolodex and Index Card options. The first time you print envelopes, you need to 
create a parameter file. After that, you can save the parameter file and reuse it. 
You can create as many parameter files as your organization needs and use them 
multiple times. 

Printing Envelopes 

The procedures in this section explain all of the tabs and fields involved in 
printing envelopes. 

^ Completing the General tab 

1. From Mail, open the Payroll folder on the left side of the screen. 
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2. Double click the Labels, Envelopes, and Cards folder. Highlight 
Envelopes. 

3. Select File, New. The New Envelopes screen appears with the General 
tab selected. 



4. Click Include and choose from All Employees, Selected Employees, or 
One Employee. If you choose Selected Employees, locate and open the 
appropriate query from the search screen. If you choose One Employee, 
locate and open the appropriate employee from the search screen. 

5. In the Envelope type column, highlight the type of envelope on which 
you are printing. 

6. Select the Envelope font and the Font size from the associated 
drop-down list. 

7. If desired, mark Create output query. When you mark this checkbox the 
program creates a query of those records for which it prints labels. 
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/-& You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 


^ Completing the Fields to Include tab 

1. Select the Fields to Include tab. 



The fields selected in the grid print on the label in the order they appear, 
except for the USPS Barcode, which always prints at the top of the 
envelope. The fields print one per line. 

2. In the Field Name column, select the field from the drop-down list of 
available fields. In the Options column, either <No options available> 
appears, or you can select from the drop-down list any of the options 
associated with the selected field. 

3. You can move the fields Up or Down, Insert a field, or Delete a field by 
clicking the appropriate buttons. 

4. You must specify at least one field to include on the envelope. 
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P Completing the Departments tab 

1. Select the Departments tab. 



2. On this tab, you can choose to Include all departments or Include only 
selected departments. If you want to include only selected departments, 
highlight the departments and, using the arrow buttons, move them to the 

Include these departments box. 
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^ Completing the Attributes tab 


1. Select the Attributes tab. 



On this tab, you can choose to include or exclude records based on an 
attribute. Also, you can add, update, or delete attributes for each record 
included in the label run. 

2. If you want, mark Include or Exclude Records With these Attributes. 

3. In the Filter column, select Include or Exclude from the drop-down list. 

4. In the Category column, click the field to select from the drop-down list 
of available categories. 

5. In the Description column, select the appropriate description from the 
drop-down list. The Short Desc (description) appears, if available. 

6. If you want, mark Add, Update or Delete these Attributes for each 
Record. For each attribute, select the Action you want. Select the 
Category and Description. Enter any Short description, Date, and/or 
Comment you want associated with the attribute. 
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^ Completing the Format tab 

1. Select the Format tab. 



2. In the Format Options frame, mark Output options. The fields in the 
right frame display the output options. 

3. Mark the checkbox in the Print Return Address on Envelope frame to 
print a return address on the envelope. Enter the return address in the box. 
Select a Font and Font size for the return address from the drop-down 
lists. 

4. In the Envelope Sort Order frame, you can choose up to two fields to 
Sort by and whether to sort them in Ascending or Descending order. 
Fields include Employee Name, Employee ID, Nickname, Status, SSN, 
Birthdate, Home Dept, Job Position, or Start Date. 

5. you can choose up to two fields to Sort by and whether to sort them in 
Ascending or Descending order. 

6. Mark the appropriate checkboxes if you want the program to Print in 
ALL CAPS, or Omit punctuation. 
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7. In the Format Options frame, mark the Name formats option. The 
following screen appears. 



8. Select your first choice of addressee/salutation to Use for employees, then 
enter the alternate addressee/salutation to use if the first choice is not 
available in the otherwise use field. If you select <Name>, the program 
prints the name as it appears in the Name field. 

^ Selecting fields to include on envelopes 

When printing envelopes, you need to select which fields you want to print. 

Selecting fields is just one of the steps in defining the criteria for printing labels. 

1. From Mail, open an existing envelope parameter or create a new envelope 
parameter. 






















2. Select the Fields to Include tab. 



3. In the grid, select the desired fields from the drop-down lists in the Field 
Name colu mn . 

4. In the Options column, some fields have options you can select from the 
drop-down list. For those fields without options, <No options available> 
appears. 

5. Once you select the fields, you can edit or adjust their position by clicking 
Up or Down. Delete removes a field from the grid. Insert adds a row to 
the grid above the selected row. 

Rolodex and Index Cards 


In the Payroll folder, you will find the Labels, Envelopes, and Cards folder. 
This folder contains the Labels, Label Truncation Report, Envelopes, and 
Rolodex and Index Card options. The first time you print cards, you need to 
create a parameter file. After that, you can save the parameter file and reuse it. 
You can create as many parameter files as your organization needs and use them 
multiple times. 

Printing a Card 

The procedures in this section explain all of the tabs and fields involved in 
printing a card. 

^ Completing the General tab 

1. From Mail, open the Payroll folder on the left side of the screen. 
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r& The Start printing in 
Row and Column 

options are not available for 
tractor-fed cards. 


2. Double click the Labels, Envelopes, and Cards folder. Highlight 
Rolodex and Index Cards. 

3. Select File, New. The New Rolodex and Index Cards screen appears. 



4. On the General tab, click Include and choose to include All Employees, 
Selected Employees, or One Employee. If you choose Selected 
Employees, locate and open the appropriate query from the search screen. 
If you choose One Employee, locate and open the appropriate employee 
from the search screen. 

5. In the Card type column, highlight the type of card on which you are 
printing. 

6. Select the Card font and the Font size from the associated drop-down 
list. 

7. Select the Start printing in Row number and Column number using the 
scroll buttons or enter the appropriate number. 

8. If you want, mark Create output query. When you mark this checkbox, 
the program creates a query of those records for which it prints cards. 
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^ Completing the Fields to Include tab 

1. Select the Fields to Include tab. 



You can click Next to 
move forward to the 
next tab. Clicking Back 
returns you to the previous 


tab. 


The fields selected in the grid print on the card in the order they appear. 
The fields print one per line. 

2. In the Include column, mark the checkboxes for the Field Names you 
want to include. 

In the Options column, either <No options available> appears, or you 
can select from the drop-down list any of the options associated with the 
selected field or enter a user-defined message. 

3. You must specify at least one field to include on the label. 
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^ Completing the Departments tab 

1. Select the Departments tab. 



2. On this tab, you can choose to Include all departments or Include only 
selected departments. If you want to include only selected departments, 
highlight the departments and, using the arrow buttons, move them to the 

Include these departments box. 
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^ Completing the Attributes tab 

1. Select the Attributes tab. 



On this tab, you can choose to include or exclude records based on an 
attribute. Also, you can add, update, or delete attributes for each record 
included in the label run. 

2. If you want, mark Include or Exclude Records With these Attributes. 

3. In the Filter column, select to Include or Exclude attributes from the 
drop-down list. 

4. In the Category column, click the field to select from the drop-down list 
of available categories. 

5. In the Description column, select the appropriate description from the 
drop-down list. The Short Description displays, if available. 

6. If desired, mark Add, Update or Delete these Attributes for each 
Record. For each attribute, select the Action you want. Select the 
Category and Description. Enter any Short description, Date, and/or 
Comment you want associated with the attribute. 
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^ Completing the Format tab 

1. Select the Format tab. 



2. In the Format Options frame, Output options is marked. The fields in 
the right frame display the output options. 

3. In the Card Sort Order frame, you can choose up to two fields to Sort 
by and whether to sort them in Ascending or Descending order. Fields 
include Employee Name, Employee ID, Nickname, Status, SSN, 
Birthdate, Home Dept, Job Position, or Start Date. 

4. Mark the appropriate checkboxes if you want the program to Print in 
ALL CAPS, Omit punctuation, or Include total number of cards. 
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5. In the Format Options frame, mark Name formats. The following 
screen appears. 



6. Select your first choice of addressee/salutation to Use for employees, then 
enter the addressee/salutation to use if the first choice is not available in 

name as it appears in the Name field. 

In the Format Options frame, mark the Card adjustment option. 
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y-a From the Save Mailing 
As screen, you can 
click Preview without 
saving to view the labels on 
screen without saving the 
criteria; however, without a 
saved parameter form, if you 
need to make changes after 
previewing, you have to 
reenter the criteria.If you 
click Save and Preview and 
then choose not to print the 
labels from the Preview 
screen, you can open the 
saved parameter form and 
print labels without 
reentering the criteria. 


7. Mark either Up or Down for the Adjust margins option and enter the 
number of Units to adjust. 

8. Click Layout to view a sample of how the labels print on screen. Close 
the Layout screen and return to the parameter form, where you can 
Preview or Print the form. 

9. If you want to preview the form, click Preview. The Save Mailing As 
screen appears. 

Enter the Mailing name and Description. If desired, mark Others can 
execute this mailing and/or Others can modify this mailing. Click Save 
and Preview. 

From the Preview screen you can print or e-mail the form. 

10. If you want to print the form, click Print. The Save Mailing As screen 
appears. 

Enter the Mailing name and Description. If desired, mark Others can 
execute this mailing and/or Others can modify this mailing. 

11. Click Save and Print. Several screens may appear briefly, such as a 
status bar, when the labels print. You can also click Print without 
saving. After the cards print, a screen appears verifying the cards printed 
correctly. 

You should check the cards and answer accordingly. If they did not print 
correctly, the program asks if you want to print the cards again. 

12. Select File, New. The New State Magnetic Media screen appears. 



13. Click Include and choose to include All Employees, Selected 
Employees, or One Employee in the print run. 



















If you choose Selected Employees, the search screen appears. If you 
choose One Employee, locate and open the appropriate employee from 
the search screen. 

14. In the Create a Magnetic Media File for frame, select a State from the 
drop-down list. You can choose California, Connecticut, Maryland, 
Massachusetts, New Hampshire, New Jersey, New York, or 
Tennessee. Depending on which state you choose, different fields will 
appear. 

15. In the Include Checks with these Dates frame, select a Tax year and 
Period. 

16. In the File frame, enter a File path or click £7] to search for the 
appropriate path. 

17. Select a Disk type from the drop-down list. Your choices include 3.5 

High (1.44mb), 3.5 Low (720k), 5.25 High (1.2mb), 5.25 Low (360k), 
and Local Drive. 

18. For the State Unemployment Report option, you can mark Do not 
print, Print preview, or Print. 

19. Select File, Create File to create the state magnetic media file. 

Mail Basics 

^ Viewing/editing Mail preferences 

1 . From Mail , select Edit, Preferences. 

2. The Preferences screen appears. 



3. Mark the checkbox if you want the program to Automatically save 
mailing parameters. If you leave this checkbox blank, a screen appears 
asking if you want to save the parameters when you click Print or 
Preview. If marked, the Save Mailing As screen appears automatically. 

4. Mark Show only my mailings if you want only those parameter files you 
create to display. 


















5. From the Double click preference drop-down list, select which action 
you want the program to take when you double click on a saved mailing. 
Select Export, Mail, Open, Preview, or Print. 

6. In the Font Options frame, select the Name of the font you want to use 
from the drop-down list and select the font Size. 

^ Including selected employees for mailing functions 

1. From Mail, open any mailing function. 

2. Select the General tab. 

3. Click Include and choose Selected Employees. 

4. The standard query Open screen appears. Highlight the appropriate query 
with the records you want to include. Click Open. 

Now the General tab has Selected employees from <query name> next to the 

Include button, designating your specific selection of records. 

^ Including one employee for mailing functions 

1. From Mail, open the mailing function. 

2. Select the General tab. 

3. Click Include and select One Employee. 

4. The standard Open screen appears. Search for and highlight the one 
record you want to include. Click Select. 

5. You are now back to the General tab. Notice the name of the record you 
selected to include appears beside the Include button. 

^ Including/excluding records based on attributes for mailing functions 

1. From Mail, open any mailing function. 

2. Select the Attributes tab. 

3. Mark the checkbox for the top grid; this activates the grid and allows you 
to select the attributes that determine which records are included or 
excluded from the mailing. 

4. In the Filter column, select Include or Exclude from the drop-down list. 

5. In the Category column, select from the drop-down list the attribute 
category. If you want to use an attribute, not defined, add the attribute in 
Configuration on the Attributes tab. 

Creating an output query from a mailing function 

1. From Mail, open any mailing function. 

2. Select the General tab. 

3. Mark the Create output query checkbox. 





Reports 


In This Chapter 


Main Reports Screen.499 

Reports Preferences.500 

Setting Preferences .500 

Reports Procedures.501 

Reference .506 

Action Reports.506 

Action Listing.506 

Action Summary.507 

Actions By Association Report .508 

Activity Reports.509 

941 Tax Report.509 

Account Distribution Report .510 

Adjusted Gross Wage Report.511 

Departmental Expense Report .512 

Earnings Register.513 

Employee Attendance History.514 

Employee Payroll History .515 

Event Report.516 

Event Tickler Report .517 

Profiles/Statistical Reports.527 

Time Sheet Reports .532 

Transaction Reports .534 

Report Parameters Tabs.537 

Accounts Tab .537 

Action Status Tab.538 

Action Type Tab.539 

Assigned to Tab .540 

Attendance Tab.541 

Attributes Tab.542 

Department Tab .543 

Events Tab .544 

Format Tab.544 

Funds Tab.553 

General Tab .554 

Locality Tab.556 

Other Pays Tab.557 

Pay Frequencies Tab .558 

Projects Tab .559 

Red/Deds Tab.560 

States Tab.561 


Chapter 19 















































^498^7 Chapter 19 


Status Tab 


562 






The Reports module in Payroll is a standard module you can access from any 
Blackbaud program. There are several Payroll reports to aid your data 
management. 

The reports in Payroll are grouped by category and by type within each category. 
Each type of report has a set of parameter tabs you can use to produce reports 
based on different criteria. You can save each set of report parameters to 
reproduce similar future reports. You can print, preview, export, or send as e-mail 
any of the 34 available reports. 

Main Reports Screen 

The main screen of Reports displays a list of all reports available for various 
Blackbaud programs, including Payroll. Under the Payroll folder, the reports 
module groups into five major categories: Action Reports, Activity Reports, 
Profiles/Statistical Reports, Time Sheet Reports, and Transaction Reports. 
Under each category, you see a list of all available report types. 

From the main screen, you can perform a variety of functions common to all 
reports, as well as define certain automatic features for all the reports you create. 



The left panel of the main screen lists all Blackbaud programs installed in your 
system. When you expand the Payroll folder, you see the five report categories. 
Under each report category folder is a list of available reports. You can highlight 
the type of report you want to create, and the right panel of the screen displays 
saved report parameter files for each report type. At the bottom of the screen, you 
can display a description of each report, an option you can activate from the View 
menu. For more information about functions and navigating the main screen, 
please see Reports Procedures on page 501. 
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Reports Preferences 

Before you begin to create reports, you can establish some overall preferences for 
use in all the reports you define. When you select Edit, Preferences from the 
main screen, you define automatic functions and the general appearance of your 
reports. 


If you have 
Blackbaud’s General 
Ledger installed, the 
General Ledger tab appears. 
Since Reports is a 
Blackbaud shared module, 
this tab is present, but does 
not affect the reports you 
define and run from Payroll. 
On the General Ledger tab 
mark if you want to Omit 
Header/Total Accounts for 
one line item. You can also 
mark if you want to Omit 
Header/ Total Accounts if 
criteria do not match. 


Setting Preferences 

On the All Reports tab of Preferences, you can choose to Automatically save 
report parameters, which eliminates the need to select File, Save after you 
create the report. You can also have the program show only reports you create. 
This can be useful if you are responsible for a certain category of reports, and you 
do not want to have to search through every other user’s reports to find your own. 

On this tab, you can define what happens when you double click on a report listed 
on the main screen. You can have the program Open, Export, Mail, Preview, or 
Print the report you click on. 

You can also select the Font Options you want for all your reports. You can 
choose from the drop-down lists of styles and font sizes, and then select to apply 
your choices to either the Entire Document or just the Detail Section of your 
reports. 

You have the option of defining paper orientation through Print Setup from the 
File menu at the time of printing. Normally, this option is only used with 
wide-carriage, dot-matrix printers. 

^ Setting Preferences 

1 . From Reports, select Edit, Preferences. The following screen appears. 



2. On the All Reports tab, mark the checkbox to Automatically save my 
report parameters, this saves the report parameters you set for every 
report you create. 
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3. Mark Show only my reports if you want to show only the reports you 
created when viewing reports. 



4. In the Double click preference field, select what you want to happen 
when you double click on a saved report from the main report window. 

5. In the Font Options frame select the font, size, and where on the report 
you want the font options applied. 

6. In the Paper Orientation frame, select to print the report As defined for 
Report or As defined in Print Setup. 

7. Click OK to save all preferences and return to the main Reports screen. 

Reports Procedures 

This section of the chapter provides step-by-step guidelines for creating any of the 
available reports in this module. Each procedure addresses a particular parameter 
tab, common Reports function, or screen. The procedures cover the steps you 
follow when the report you want to create presents a particular tab or screen, and 
how to define the way you want your reports to print. 

The procedures that follow cover the various functions and procedures found on 
the main Reports screen. We also guide you through creating a typical report. By 
becoming familiar with the procedure for creating a typical report, you can apply 
the same procedural steps when you need to create any of the other available 
reports. 

The section following Procedures provides a description of each report in Payroll, 
including descriptions and procedures to follow for parameter tabs that are not 
common to most reports. 

The following general procedures are for creating, previewing, printing, 
exporting, and e-mailing reports, as well as creating an output query from a report. 


The General Ledger 
tab appears only if you 
have Blackbaud’s General 
Ledger installed. 

On the General Ledger tab 
mark if you want to Omit 
Header/Total Accounts for 
one line item. You can also 
mark if you want to Omit 
Header/ Total Accounts if 
criteria do not match. 
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r& Each report has various 
"C*/ parameter tabs, 


depending on the scope and 
type of the report. 


y& To proceed from tab to 
"C*/ tab, you can click Next 
or click the name of each 
tab. 


You can highlight a 
saved report parameter 
file and click [5] to preview 
the report. 


'P* Creating a new report 

1. From the Reports main screen, expand the category of reports folder you 
want under Payroll Reports. 

2. Double click the type of report you want to create. A New <Report 
Name> parameters set opens. The Attendance Status Report is shown 
here, with the General tab on top. 



3. You can filter each report by clicking Include and choosing All, 
Selected, or One of the record types affected by the report you want. 

4. Begi nn ing on the General tab, enter the additional required information 
and select the options needed to produce the report. 

Depending on the report, the available tabs vary. 

5. Click Layout to view the layout of a sample page from the report. 
Although the data in the sample layout is not your own, this gives you an 
idea of what the fin al report looks like and helps you plan your parameters 
accordingly. If you want to review the actual report before printing, click 
Preview. 

6. After you have completed the report parameters, select File, Save to save 
the report. 

P’ Previewing a report 

1. From Reports, expand the Payroll folder on the left side of the screen to 
display the report categories. 

2. Expand a category folder to display the specific reports types. 

3. Highlight a report type to display saved report parameter files on the right 
side of the screen. 
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4. Open the report you want to preview. 

5. Click the Preview button in the lower right-hand comer of any tab. The 
report processes and the preview screen appears. 



6. From the preview screen, you can print, export, or e-mail the report using 
the buttons on the toolbar. 


/~& We recommend you 
preview the report 
before you print it to ensure 
the information and 
formatting appear as you 
intend. 


^ Printing a report 

1. From Reports, open the report you want to print. The report parameters 
screen appears. You can review the parameters on each tab before you 
print the report. 

2. Click Print. The program processes and prints the report. If you want to 
print a report you have just created, the Save Report As screen appears. 



3. To save the report, enter a Report name. You can also enter a 
Description and designate whether Other users can execute this report 
or Other users can modify this report. 

4. Click OK to Save and Print the report. 

^ Exporting a report 

1. From the main screen of Reports, locate the saved report you want to 
export. 

2. Select File, Export. 


O You can also print a 
saved report by 
highlighting it and clicking 

m- 


yi& The exporting screens 
vary depending upon 
the format and destination 
you select for exporting. 
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3. The report processes, and the Export screen appears. 



4. Select the export Format for the report. You can choose from a number 
of options including: 

Character-separated values 
Comma-separated values 
Tab-separated values 
Crystal Reports 
Data Interchange Format 
Excel version 2.1 to 8.0 
HTML 

Lotus 1-2-3 (WK1), (WK3), (WKS) 

ODBC (various formats) 

Paginated text 
Record style 
Report definition 
Rich Text Format 
Text 

Word for Windows 

5. Select the Destination of the export. Choose from Application, Disk 
File, Exchange Folder, Lotus Notes Database, and Microsoft Mail 
(MAPI). 

6. Click OK. Depending upon the format and destination options you select, 
different screens appear. 

Enter the appropriate information for the format and destination you 
select. 

7. Click OK. The program exports the report file and returns to the Reports 
main screen. 

^ E-mailing a report 

1. From the main screen of Reports, locate the report you want to e-mail. 

2. Select File, Send as Mail. 



















3. After the report processes, the Export screen appears. 



4. Select the Format you want to use from the drop-down list, and select the 
Destination, the system defaults to Microsoft Mail (MAPI). 

5. Click OK. Depending on the format and destination you choose, different 
option screens appear. 

6. Enter the appropriate options and click OK. 

7. The program mails the report file and returns to the main Reports screen. 

Creating an output query from a report 

You can create an output query for certain Payroll reports by marking the 
Create output query checkbox on the General tab. This option creates a 
static query containing all the records included in the report you are 
generating. You can use this query to create a new report using the same 
records or generate labels or envelopes in Mail. 

1. From Reports, open the reporting parameter you want to use. For 
example, highlight the report type you want to create/run and select File, 
Open to view the report parameters. 

2. On the General tab, mark Create output query. 

3. Enter all appropriate parameters for the report, and select an output option 
(i.e., preview, print, etc.). The Save Static Query screen appears. 



4. Name your new output query, and describe the query. For example, you 
might include the report name and date in the description. 

5. Mark any additional options you want. You can include this query in the 
Query Lists, the Export Lists, or Both. You can also allow other users to 
use and modify this query. 
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6. Click OK. 

Reference 


The Reference section gives you a complete overview of each Payroll report, and 
also a complete description of each type of parameter tab. After a general 
description of a report, a table outlines the functions and options that appear on 
each tab of that report. In some cases, particularly with tabs that are considered 
standard, you can refer to the section on Report Parameters Tabs for more 
complete details. 

Action Reports 

Reports in this category provide information about actions placed on employee 
records, such as meetings, e-mails, letters, and phone calls. 

Action Listing 

This report provides a detailed listing of all actions that are placed on employee 
records. The table contains a list of the tabs that are available for this report and a 
description of the tabs. You can select All Employee Records, Selected Records, 
or One Employee Record. Standard report formatting options appear on the 
Attributes and Format tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 

Include Actions with these Dates frame lets you define a specific date 
range or period of time to filter the actions you include in the report. 

For example, you can choose to include only actions placed on 
employee records during last month, today, last year, or YTD. You can 
further filter the actions to include in the report by marking the options 
to include High, Normal, and/or Low priority actions in the Include 
Actions with these Action Priorities frame. You can select as many 
of these as you like. The last filtering facility on this tab allows you to 
select Incomplete Actions, Complete Actions, or both to include in 
the report. If you mark the standard option to Create output query on 
this tab, the program retains all action records that meet the criteria you 
define for the report and creates a query file that you can use later for 
other reporting or statistical needs. 

Assigned to 

The Assigned to tab is a standard dual list screen that lists all your 
Payroll user names in the left box. Here, you can choose to Include all 
assignees or Include only selected assignees. If you opt to include 
only selected assignees, you must highlight and move names from the 
Assignees box to the Include these assignees box. By doing this, you 
include only those employee records which have actions assigned to 
the specified assignees. 

Action Type 

This tab is formatted in much the same way as the Assigned to tab. All 
action types you define for your program appear in the left box, and 
you can choose to Include all action types or Include only selected 
action types. If you include selected action types, the report contains 
information corresponding to the action types you select. This is yet 
another way to filter the actions to include in the report. 










Tab 

Description 

Action Status 

The Action status tab allows you to include all statuses of actions 
added to the selected employee records, or only actions with specific 
statuses. For example, you can include Ongoing, Completed, and 
Planned statuses defined for your system. Then you can choose to 
include only those actions with a status of Completed. 

Attributes 

You can assign attributes to actions on the Attributes tab of 
Configuration. This allows you to filter the actions by attribute and be 
selective when choosing the actions you want to include or exclude 
from this report. The standard include/exclude selection screen 
appears when you click on this tab. 

Format 

The Format tab for the Action Listing report appears as the standard 
formatting tab, including option choices for Headings, Criteria, 
Sort/Break, Name format, Page footer, Report footer, and 
Miscellaneous items. Additionally, the Detail format option lets you 
choose to Include action notes in the report. See the Report 
Parameters tab section of this chapter for further details on each of the 
format option choices. 


Action Summary 

This report provides a summary of all actions entered on employee records. 
Report parameter selections appear essentially the same as the Action Listing 
report, with the exception of the format options. The Action Summary format 
options do not include a Sort/Break or Name format option. You can select All 
employee records, Selected records, or One employee record. Standard report 
formatting options are available on the Attributes and Format tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 
Include Actions with these Dates frame lets you define a specific date 
range or period of time to filter the actions you include in the report. 
For example, you can choose to include only actions placed on 
employee records during last month, today, last year, or YTD. You 
can further filter the actions to include in the report by marking the 
options to include High, Normal, and/or Low priority actions in the 
Include Actions with these Action Priorities frame. You can select 
as many of these as you like. The last filtering facility on this tab 
allows you to select Incomplete Actions, Complete Actions, or both 
to include in the summary. If you mark the standard option to Create 
output query on this tab, the program retains all action records that 
meet the criteria you define for the report and creates a query file that 
you can use later for other reporting or statistical needs. 

Assigned to 

The Assigned to tab is a standard dual list screen that lists all your 
Payroll users in the left box. Here, you can choose to Include all 
assignees or Include only selected assignees. If you include only 
selected assignees, you can highlight and move names from the 
Assignees box to the Include these assignees box. By doing this, you 
include only those employee records which have actions assigned to 
the assignees. 

Action Type 

This tab is formatted in much the same way as the Assigned to tab. All 
action types you define for your program appear in the left box, and 
you can choose to Include all action types or Include only selected 
action types. This is another way to filter the actions to include in the 
summary. 


















Tab 

Description 

Action Status 

The Action status tab allows you to include all statuses of actions 
added to the selected employee records, or only actions with specific 
statuses. For example, you can include Ongoing, Completed, and 
Planned statuses defined for your system. Then you can choose to 
summarize only those actions with a status of Completed. 

Attributes 

You can assign attributes to actions on the Attributes tab of 
Configuration. This allows you to filter the actions by attribute and 
select the actions you want to include or exclude from this summary. 
The standard include/exclude selection screen appears when you click 
on this tab. 

Format 

The Format tab for the Action Listing report is the standard formatting 
tab, including option choices for Headings, Criteria, Page footer, 
Report footer, and Miscellaneous items. The Detail format option 
lets you choose Action status, Action type, and Assigned as the 
criteria for which you want to see details. See the Report Parameters 
tab section of this chapter for further details on each of the format 
option choices. 


Actions By Association Report 

This report is very similar to the Action Listing report, except that, instead of 
sorting by date/time, this report sorts the records associating the primary sort with 
employee and the secondary sort with actions. Standard report formatting options 
are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 
Include Actions with these Dates frame lets you define a specific date 
range or period of time to filter the actions you include in the report. 
For example, you can include only actions that were placed on 
employee records during last month, today, last year, or YTD. In the 
Include Actions with these Action Priorities frame you can filter the 
actions to include in the report by marking the options to include High, 
Normal, and/or Low priority actions. You can select as many of these 
as you like. The last filtering facility on this tab allows you to select 
Incomplete Actions, Complete Actions, or both to include in the 
report. If you mark the option to Create Output Query, the program 
retains all Action records that meet the criteria you define for the report 
and creates a query file that you can use later for other reporting or 
statistical needs. 

Assigned to 

The Assigned to tab is a standard dual list screen that lists all your 
Payroll users in the left box. Here you can choose to Include all 
assignees or Include only selected assignees. If you include only 
selected assignees, you can highlight and move names from the 
Assignees box to the Include these assignees box. Only the employee 
records which have actions assigned to the assignees you specify are 
included in the report. 

Action Type 

This tab is formatted in much the same way as the Assigned to tab. All 
action types you define for your program display in the left box, and 
you can select to Include all action types or Include only selected 
action types. This is another way to filter the actions to include in the 
report. 


















Tab 

Description 

Action Status 

The Action status tab allows you to include all statuses of actions 
added to the employee records you choose, or only actions with 
statuses you want to include. For example, you can have statuses such 
as Ongoing, Completed, and Planned defined for your program. 

Then you can choose to include only those actions with a status of 
Completed. 

Attributes 

You can assign attributes to actions on the Attributes tab of 
Configuration. This allows you to be select the actions you want to 
include or exclude from this report, because you can filter the actions 
by attribute. The standard include/exclude selection screen appears 
when you click on this tab. 

Format 

The Format tab for the Actions by Association report is the standard 
formatting tab, including option choices for Headings, Criteria, 
Sort/Break, Name format, Page footer, Report footer, and 
Miscellaneous items. Option choices are identical to the Action 
Listing report, except for the Detail format option. Here you choose to 
Include Employees Using employee SSN or employee ID in the 
report. See the Report Parameters tab section of this chapter for further 
details on each of the format option choices. 


Activity Reports 

Reports in this category provide information about earnings, wages, taxes, 
employee attendance, account distribution and posting, and events. 

941 Tax Report 

This report supplies the information you need to complete the Federal Employer’s 
Quarterly Tax Return (Form 941), and is for informational purposes only. The 
report shows subtotals for each month in the quarter, and summary totals appear at 
the end of the report. Standard report formatting options are available on all tabs 
of this parameter set as described below. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employees, Selected Employees, or One Employee record in the 
report, depending on the query you select. The Include Checks with 
these Dates frame lets you define a specific date range or period of 
time to filter the checks you include in the report. For example, you 
can include only checks paid to employees during a Specific range, 
Last month, This month, Last calendar year, or This quarter. If 
you select This quarter, Last Quarter, This month, or Last month, 
a separate field appears where you can enter the year you want to use 
for the period. If you specify a particular date range, you can specify a 
Start and End date. 

If you mark the option to Create Output Query, the program retains 
all records that meet the criteria you define for the report, and creates a 
query file you can use later for other reporting or statistical needs. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and select to include only those 
employees with a status of Active. 

















Tab 

Description 

Department 

This tab allows you to define the departments you want to include in 
the tax report information. This way, you can include employee 
records from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you click on this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Page footer, Report footer, and 
Miscellaneous formatting details. 


Account Distribution Report 

This report provides a breakdown by general ledger account of the debit and credit 
sides for each employee’s paycheck. Each employee is listed along with the check 
number, post date, and debit and credit amounts for the check. Totals are provided 
for each account, and grand totals are shown at the end of the report. You have the 
option to list only paychecks with a particular post status. Standard report 
formatting options are available on the parameter tabs as shown below. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employees, Selected Employees, or One Employee record in the 
report, depending on the query you select. The Include Checks with 
these Dates frame lets you define a specific date range or period of 
time to filter the checks you include in the report. For example, you 
can choose to include only checks that were paid to employee records 
during a Specific range, Last month, This month, Last calendar 
year, or This quarter. If you choose This quarter, Last Quarter, 
This month, or Last month, a separate field appears where you can 
enter the year you want to use for the period. If you choose to specify a 
particular date range for the inclusions, you can specify a Start and End 
date. You can also filter the checks by Period ending date and Post 
date, and Post Status. 

You can mark the option to Include adjustment transactions on this 
tab, which includes all adjustments made to employee records. 

Funds 

The Funds tab provides a means of selecting accounts to include in the 
report by including all or only selected funds in your database. 

Accounts 

The Accounts tab lets you choose the accounts to include in the report 
by listing all or selected accounts from your ledger program. 

Projects 

The Projects tab is available if you have General Ledger and Project, 
Grant, and Endowment Management installed. You can choose 
accounts associated with all or only selected projects to include in the 
report. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you click this tab. 




















Tab 

Description 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
option, allows you to print the report information in detail or summary, 
with an option for printing each account on a separate page. If you 
choose to print in summary format, you can also show the project 
distribution detail. 


Adjusted Gross Wage Report 

This report may be run either in detail or summary format. The detailed report 
provides a detailed account, by employee, of the adjusted gross amounts of each 
paycheck. The summary report yields a total, by employee, of adjusted gross 
amounts for all paychecks in a user defined period. In either case, the report may 
include any combination of Gross Pay, Federal W/H, Social Security W/H, 
Medicare W/H, State W/H, Local W/H, FUTA, SUTA, and SDI. This report 
provides standard report formatting options on the Status, Department, Attributes, 
and Format tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to select All 
Employees, Selected Employees, or One Employee record in the 
report, depending on the query you select. The Include Checks with 
these Dates frame lets you define a specific date range or period of 
time to filter the checks you include in the report. For example, you 
can include only checks that were paid to employee records during a 
Specific range, Last month, This month, Last calendar year, or 

This quarter. If you select This quarter, Last Quarter, This month, 
or Last month, a separate field appears where you can enter the year 
you want to use for the period. If you choose to specify a particular 
date range, you can specify a Start and End date. You can also filter 
the checks by Period ending date. You can also select which items to 
include from the Include these items list. You can mark the options to 
Include employees with no activity and Create output query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and include only the employees with 
a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the wage report. You can include employee records from all or 
selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, filtering by attribute. The standard 
include/exclude selection screen appears when you click this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to define the report format for detail or summary, 
with an option for including calculation details. You can also choose 
to identify employees on the report by SSN or Employee ID Number. 


















Departmental Expense Report 

The Departmental Expense Report provides a listing of employer payroll 
expenses by department. You can include Gross pay, Social Security, Medicare, 
FUTA, SUTA, and SDI on the report. You can create a detailed report, a 
summary report, or both. The detailed report contains information for the 
employees in each department, while the summary report simply provides a list of 
totals by department. Standard report formatting options are available on the 
parameter tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employees, Selected Employees, or One Employee record in the 
report, depending on the query you select. The Include Checks with 
these Dates frame lets you define a specific check date range or period 
of time to filter the expenses you include in the report. For example, 
you can include only checks that were paid to employees dated during 
a Specific range, Last month, This month, Last calendar year, or 
This quarter. If you choose This quarter, Last Quarter, This 
month, or Last month, a separate field appears where you can enter 
the year you want to use for the period. If you select a particular date 
range, you can specify a Start and End date. You can also filter the 
expenses by Period ending date. 

You can select which items to include from the Include these 
expenses list. You can also mark the option to Create output query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and include only those employees 
with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the expense report. You can include employee records from all or 
selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Name format, Sort/Break, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to format the report for Detail, Summary, or Detail 
and Summary. If you format the report in detail or summary with 
detail, you can also identify employees on the report by Social 

Security Number or Employee ID Number. 












Earnings Register 

The Earnings Register lists selected earnings by All, Selected, or One employee 
record(s) during the time frame you specify. Along with the Other Pay codes that 
you can select, you have the option to include salaries, regular hours, overtime 
hours, and special hours pay. You can run the report for particular departments. 
Standard report formatting options are available on the parameters listed below. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. In the 
Include Checks with these Dates frame you define a specific check 
date range or period of time to filter the earnings for the report. For 
example, you can choose to include only payments to employees dated 
during a Specific range, Last month, This month, Last calendar 
year, or This quarter. If you choose to specify a particular date range 
for the inclusions, you can specify a Start and End date. You can also 
filter the checks by Period ending date. 

You can choose which types of earnings to include from the Include 
these earnings list, and whether to include Hourly and/or Salary pay 
types in the report. You can also mark the option to Create output 
query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and include only those employees 
with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the earnings register. By filtering on department, you can include 
employee records from all or selected departments. 

Other Pays 

The Other Pays tab allows you to include payment types other than 
those defined on the General tab. These could be payments for annual 
bonuses, coaching, or other special overtime pay. 

Pay Frequencies 

By selecting the pay frequencies you want to include in the report, you 
can limit the earnings register by annual, quarterly, monthly, 
bi-monthly, weekly, daily, hourly, or a special frequency. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you click on this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Name format, Page footer, Report footer, and 
Miscellaneous formatting details. The Detail format options allow 
you to define the report format for Detail, Summary, or Detail and 
Summary. If you choose to format the report in detail or summary 
with detail, you can identify employees on the report by Social 
Security Number or Employee ID Number. 














Employee Attendance History 

This report provides a complete list of dates, attendance codes, and hours 
associated with each employee attendance record. Standard report formatting 
options are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employees, Selected Employees, or One employee record in the 
report. The Include Attendance Information with these Dates frame 
lets you define a specific attendance date range or period of time to 
filter the employees you include in the report. For example, you can 
choose to include only the employee attendance during a Specific 
range, Last month, This month, Last calendar year, or This 
quarter. In the ... range of hours used frame, you can define the 
number of vacation hours, personal, sick, etc. an employee has used as 
of the specified date(s). The maximum number of hours defaults to 
2080, which represents 52 40-hour weeks. The ... range of hours 
credited frame allows you to define a range of vacation hours, sick 
time, etc. For example, an employee may have participated in a 
Volunteer for Vacation program, or been awarded a number of 
personal days to use within the specified range. 

You can also mark the option to Create output query. 

Attendance 

The Attendance tab allows you to include all types of attendance or 
limit the employee attendance by selecting only the codes you want to 
include in the report. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and choose to include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the attendance history. This way, you can include employee records 
from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, filtering by attribute. The standard 
include/exclude selection screen appears when you click on this tab. 

Format 

This is a standard report formatting tab, and includes report options for 

Headings, Criteria, Sort/Break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. 













Employee Payroll History 

This report provides a comprehensive account of selected employees’ payroll 
transactions. Regular and other earnings are included for each paycheck as well as 
full withholding and reduction/deduction information. You also have the option to 
include adjusted gross totals and departmental wage breakdown for each 
employee. If there is no need for this amount of detail for each paycheck, you can 
select to print only quarterly or yearly totals. These totals can also be printed 
along with the fully detailed account. Standard report formatting options are also 
available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report, depending 
on the query you select. The Include Checks with these Dates frame 
lets you define a specific check date range or period of time to filter the 
earnings you include in the report. For example, you can choose to 
include only payments to employees dated during a Specific range, 
Last month, This month, Last calendar year, or This quarter. If 
you choose This quarter, Last Quarter, This month, or Last month, 
a separate field appears where you can enter the year you want to use 
for the period. If you specify a particular date range for the inclusions, 
you can specify a Start and End date. You can also filter the checks 
by Period ending date. 

You can also mark the options to Create output query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the payroll history. Here you can include employee records from all or 
selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select when choosing the employees 
you want to include or exclude from this report, because you can filter 
the employees by attribute. The standard include/exclude selection 
screen appears when you click on this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/Break, Name Format, Page 
footer, Report footer, and Miscellaneous formatting details. The 
Detail format options allow you to define the report format for detail or 
summary, with the option for including calculation details. You can 
also identify employees on the report by Social Security Number or 
Employee ID Number. This format option also allows you to include 
a departmental distribution if you want. 












Event Report 

The Event report provides information regarding events entered on the employee 
record. Events such as reviews, promotions, certifications, publications, awards, 
professional affiliations, and se mi nars can be recorded on the employee record. 
Standard report formatting options are available on the parameter tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report, depending 
on the query you select. The Include Events with these Dates frame 
lets you define a specific event date range or period of time to filter the 
events you include in the report. For example, you can choose to 
include only events dated during a Specific range, Last month, This 
month, Last calendar year, or This quarter. 

You can mark the option to Create output query. 

Events 

The Events tab allows you to Include all events or Include only 
selected events, which allows you to select the events you want to 
include from the Events list and move them to the Include these event 
IDs box. You define event IDs in Configuration on the Tables tab. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with specific statuses. For example, you can have 
statuses such as Active, Inactive, Terminated, On leave, and 
Sabbatical defined for your system. Then you can include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Event report. This way, you can include employee records from 
all or selected departments. 

Attributes 

You can assign attributes to events on the Attributes tab of 
Configuration. This allows you to select the events you want to 
include or exclude from this report, when filtering the events by 
attribute. The standard include/exclude selection screen appears when 
you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/break, Name Format, Page 
footer, Report footer, and Miscellaneous formatting details. The 
Detail format options allow you to define the report format in Detail or 
Summary, with the option for including event notes if you choose the 
detail format. Depending upon which format options you select, the 
frames on the right side of the screen change to accommodate the 
format option you select. 













Event Tickler Report 

This report provides a complete list of all scheduled events in chronological order. 
You can sort the report by employee or event. Standard report formatting options 
are available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Employee Records, or One Record in the report. 
The Include Events with these Dates frame lets you define a specific 
event date range or period of time to filter the events you include in the 
report. For example, you can include events dated during a Specific 
range, Last month, This month, Last calendar year, or This 
quarter. You can also filter the events to include in the report by 
Event Due Date, specifying a specific due date or date due range. 

You can also mark the option to Create output query. 

Events 

The Events tab allows you to Include all events or Include only 
selected events, which allows you to select the events you want to 
include from the Events list and move them to the Include these 
events list. You define events on the Tables tab of Configuration. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. You can define 
statuses such as Active, Inactive, Terminated, On leave, and 
Sabbatical for your program. Then you can include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Event Tickler report. You can include employee records from all 
or selected departments. 

Attributes 

You can assign attributes to events on the Attributes tab of 
Configuration. This allows you to select the events you want to 
include or exclude from this report, by attribute. The standard 
include/exclude selection screen appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/Break, Name Format, Page 
footer, Report footer, and Miscellaneous formatting details. The 
Detail format options allow for the report format to identify employees 
by Social Security Number or Employee ID Number. You can also 
include descriptions and comments associated with the events in the 
report. Depending upon the format options you select, the right frame 
changes to accommodate your selection. 


Federal Unemployment Report 

This report provides a list of employees, gross wages paid, and the wages subject 
to Federal Unemployment Tax for a particular period. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 

Include Checks with these Dates frame lets you define a specific 
check date range or period of time. If you choose This quarter, Last 
Quarter, This month, or Last month, a separate field appears where 
you can select This year, Last year, or 2000. If you specify a 
particular date range for the inclusions, you can specify a Start and 
End date. You can also mark the option to Create output query. 



















Tab 

Description 

Status 

The Status tab allows you to include employee records based on 
statuses you define. For example, you can define statuses such as 
Active, Inactive, Terminated, On leave, and Sabbatical for your 
program, and include only those employees with a status of Active for 
your report. 

Department 

This tab allows you to define the departments you want to include in 
the Federal Unemployment report. Here, you can include employee 
records from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, filtering by attribute. This tab 
contains the standard include/exclude selection screen. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/break, Name format, Page 
footer, Report footer, and Miscellaneous formatting details. 
Depending upon the format option you select, the corresponding field 
appears to the right of the format options screen. 


Flex Spending Plan Report 

This report provides in formation about your employer disbursements for the 
flexible spending plan(s) supported by your organization. Typical flexible 
spending plans include medical benefits, child care, and legal fees, and are 
structured to allow employees to set aside pre-tax dollars through payroll 
reductions. These funds are then used by the company to reimburse either the 
employee or an outside party for expenses. For more information about these 
Section 125 Benefit Plans (or cafeteria plans), consult your accountant. Standard 
report formatting options are available on the following parameter tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record. In the Include FSP 
Disbursements with these Dates frame you define a specific date 
range or period of time to filter the disbursements you include in the 
report. You can specify an FSP Start and End date. You can mark 
the option to Create output query, and to include only Flex Plans 
with a positive balance. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Flex Spending Plan report. You can include employee records 
from all or selected departments. 

Red/Deds 

Here, you can include all or selected reduction/deduction categories 
that are defined as Flex Spending Plans in the report. Select from the 
list of available reduction/deductions codes, such as Health Insurance 
and 40IK. Mark the option to include all, or select the ones you want 
and move them to the Include these red/deds box. 




















Tab 

Description 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report. You can filter the employees by 
attribute. The standard include/exclude selection screen appears when 
you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Detail, Sort/break, Name Format, 
Page footer, Report footer, and Miscellaneous formatting details. 

The Detail format options allow you to define the report format to 
include Detail, Summary, Detail and summary, and also to include 
changes in plan eligibility. The Detail format option also offers report 
options to include only Flex Plans with a positive balance, and to print 
each employee on a separate page. Depending upon the format option 
you select, the right frame changes to display available options. 


Hours Worked Report 

This report provides details of regular, overtime, and special hours worked for 
each pay period by employee. This is a complete listing of the hours worked by 
All, Selected, or One Employee for a specified range of dates. You can print the 
report in either detail or summary. The detailed Hours Worked Report lists the 
regular, overtime, and special hours worked per employee per paycheck. The 
summary report prints a total of regular, overtime, and special hours worked for 
all paychecks occurring within the specified date range. If you run the report in 
detail format, a summary line is provided after each employee payroll transaction. 
The report lists grand totals at the bottom of both report formats. Standard report 
formatting options are available on the parameter tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record, depending upon the 
query type you select. The Include Checks with these Dates frame 
lets you define a specific date range or period of time to filter the 
employee paychecks you include in the report. You can specify a 
Period ending date. You can also mark the option to Create output 
query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system. Then you can select to 
include only those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Hours Worked report. This way, you can include employee 
records from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to be selective when choosing the 
employees you want to include or exclude from this report, because 
you can filter the employees hy attribute. The standard 
include/exclude selection screen appears when you select this tab. 


















Tab 

Description 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/Break, Name Format, Page 
footer, Report footer, and Miscellaneous formatting. The Detail 
format options allows you to define the report format to include Detail 
or Summary, and also to identify the employee using either Social 
Security Number or Employee ID Number if you print the report in 
detail format. 


Local Tax Report 

This report provides a list of employees and their gross wages, and the wages 
subject to local income tax. The summary format of this report breaks down gross 
wages by the check dates. Standard report formatting options are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. In the 
Include Activity for these Dates frame you define a specific date 
range or period of time to filter the employee paychecks in the report. 
The Report Format frame offers you the option of printing the report 
in Detail or Summary. The Detail format option allows you to choose 
from a list of items to include, such as gross wages paid, total taxes 
withheld, days worked in a period, and weeks worked in a period. If 
you choose to format the report in Summary, you can define start and 
end dates for as many as 10 periods. The grid must include ranges of 
days between 1 and 31, all of which must be defined. There can be no 
breaks in the date ranges, and the ranges cannot overlap. 

Create output query is available as an option for paycheck records. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with specific statuses. For example, you can define 
statuses such as Active, Inactive, Terminated, On leave, and 
Sabbatical for your program. Then you can include only those 
employees with an Active status. 

Department 

This tab allows you to define the departments you want to include in 
the Local Tax report. You can include employee records from all or 
selected departments. 

Locality 

This tab lists all localities defined on any employee records in Payroll, 
and allows you to choose all or selected localities from which to 
include wage and tax information on the report. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, by fdtering the employees by 
attribute. The standard include/exclude selection screen appears when 
you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Detail, Page footer, Report footer, 
and Miscellaneous formatting details. 



















Payroll Report 

This report provides a summation of payroll information by employee. Included 
on the report are employee name, social security number, gross pay, federal 
withholding, FICA, state tax, local tax, other deductions, and net pay. The Payroll 
Report provides totals for each of the amounts at the end of the report. If you 
choose to run the report for more than one department, you can print the report in 
department order, in which case totals print by department. You can also print the 
report in detail, which lists each employee’s paychecks separately and provides 
quarterly and year-to-date totals. Standard report formatting options are also 
available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. In the 
Include Checks with these Dates frame you define a specific date 
range or period of time to filter the employee paychecks in the report. 
You can also filter the checks to include by Check date, Period 
ending date and Post date. 

An additional filtering option is offered, whereby you can choose to 
include checks according to their post status, for example Not Posted, 
Posted, and Do Not Post. 

If you select one of the Period ending dates (other than <Specific 
Range>, Today, and Tomorrow), the Include calendar year-to-date 
totals option is enabled. If you select this option, the year-to-date 
figures are based on the year containing the period you select. 

The Create output query option is also available to create a query of 
the checks you select. 

Depending on the period ending date you select, you can include 
calendar year-to-date totals in the report. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and choose to include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Payroll report. You can include employee records from all or 
selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, when filtering by attribute. The 
standard include/exclude selection screen appears on this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Detail, Sort/break, Name Format, 
Page footer, Report footer, and Miscellaneous formatting details. 

The Detail options allow you to choose between Detail and Summary 
for your report format. You can also select the option to have the 
program report quarterly totals in the report. This report prints only in 
landscape format. 












Project Distribution Report 

The Project Distribution report provides detail or summary information about the 
debits and credits you post to projects. This report is available if you have 
Blackbaud’s General Ledger and the accompanying module Project, Grant, and 
Endowment Management installed. Standard report formatting options are 
available on the report parameter tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report, depending 
on the query type you select. The Include Checks with these Dates 
frame lets you define a specific date range or period of time to filter the 
employee paychecks you include in the report. You can also fdter the 
checks to include by Period ending date and Post date. 

This report offers an additional filtering option, whereby you can 
choose to include checks according to their project posting status, for 
example Posted, Not Yet Posted, and Do Not Post. 

Funds 

On this tab, you choose the General Ledger funds to which payroll 
debits and credits have been assigned. You can choose to include all 
funds or selected funds to include in the report. 

Accounts 

On this tab, you choose the General Ledger accounts to which payroll 
debits and credits have been assigned. You can opt to include all 
accounts, selected accounts, or a range of accounts by account number. 

Projects 

Select the projects to which payroll debits and credits are assigned. 

You can include all projects in your database or selected projects. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Name Format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to choose between Detail and Summary for your 
report format. You can also choose the option to Print each project 
on a separate page. Depending upon the format option you select, the 
fields to the right change accordingly. 













Reduction/Deduction Register 

This report lists, by employee, selected reductions/deductions made to employee 
pay during a specified time frame. You have the option to include Federal, Social 
Security, Medicare, State, Local, SUTA, and SDI deductions, pay frequencies, 
and pay type. This report can also be run for particular departments. The standard 
report formatting options are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 

Include Checks with these Dates frame lets you define a specific date 
range or period of time to filter the employee paychecks you include in 
the report. You can also filter the checks you want to include by 

Period ending date. 

The listbox offers choices from the types of employee tax deductions 
and employer liabilities/expenses. By default, the report includes all 
types, but you can clear any of the options you do not want to include. 
You can also mark either Hourly, Salary, or both in the Include 
Employees with these Default Pay Types frame. This filters the 
employees to include on the report by pay type. You can select Create 
output query of the employee records that meet the criteria you define 
for the report. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have a status such as Active, Inactive, Terminated, On leave, and 
Sabbatical defined for your system, and choose to include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Reduction/Deduction register. You can include employee records 
from all or selected departments. 

Red/Deds 

This tab allows you to include or exclude all or selected 
reduction/deduction types on the report. 

Pay Frequencies 

You can choose to include all employee pay frequencies or select from 
the available list. Your choices include frequencies such as Annually, 
Quarterly, Monthly, and Weekly. You define pay frequencies in 
Configuration on the Preferences tab. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/Break, Name format, Page footer, Report 
footer, and Miscellaneous formatting. The Detail format options 
allow you to print the report in Detail, Summary, or Detail and 
Summary. If you choose to format the report in detail or summary 
with detail, you can also choose to identify employees on the report by 
Social Security Number or Employee ID Number. 














State Disability Insurance Report 

This report lists the disability insurance paid by the employee and employer as 
well as the employee’s gross wages subject to the tax. Standard report formatting 
options are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employee Records, Selected Records, or One Record in the report. 
The Include Checks with these Dates frame lets you define a specific 
date range or period of time to filter the employee paychecks you 
include in the report. 

You can also mark the option to create an output query of the paycheck 
records that meet the criteria for this report. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the State Disability Insurance report. You can include employee 
records from all or selected departments. 

States 

This tab lists all states and territories you have defined on the Tables 
tab in Configuration, and allows you to choose employee records with 
all or selected states on the report. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select when choosing the employees 
you want to include or exclude from this report, because you can filter 
the employees by attribute. The standard include/exclude selection 
screen appears on this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/Break, Name Format, Page 
footer, Report footer, and Miscellaneous formatting details. 


State Industrial Insurance/Workers’ Compensation Report 

The State Industrial Insurance/Workers’ Compensation Report lists the industrial 
insurance and worker’s compensation paid by the employee and employer as well 
as the employee’s gross wages subject to the tax. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report, depending 
on the query type you select. The Include Checks with these Dates 
frame lets you define a specific date range or period of time to filter the 
employee paychecks you include in the report. 

You can also mark the checkbox to create an output query of the 
paycheck records that meet the criteria for this report. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system, and choose to include only 
those employees with a status of Active. 




















Tab 

Description 

Department 

This tab allows you to define the departments you want to include in 
the State Industrial Insurance/Workers’ Compensation report. You can 
include employee records from all or select departments. 

States 

This tab lists all states and territories you have defined on the Tables 
tab in Configuration, and allows you to choose employee records with 
all or selected states on the report. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to be selective when choosing the 
employees you want to include or exclude from this report, because 
you can filter the employees by attribute. The standard 
include/exclude selection screen appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Detail, Name Format, Page footer, 
Report footer, and Miscellaneous formatting details. The Detail 
format Report Options frame allows you to print each state on a 
separate page in the report. The fields to the right change accordingly 
with the format option you select. 


State Tax Report 

The State Tax report provides a list of employees along with the gross wages paid 
and the wage amounts subject to withholding. Standard report formatting options 
are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 

Include Checks with these Dates frame lets you define a specific date 
range or period of time to filter the employee paychecks in the report. 
The Report Format frame offers you the option of printing the report 
in detail or summary format. The Detail format option allows you to 
choose from a list of items to include, such as Gross wages paid, 

Total taxes withheld, Days worked in period, and Weeks worked in 
period. 

Note: If you choose to run the report in detail format, the Gross Wages 
column of the fourth quarter for the state of New York is the total of 
gross wages for the entire year. If you run the report for the first, 
second, or third quarter, the Gross Wages column reports on gross 
wages for the selected quarter. 

If you choose to format the report in Summary, you can define start 
and end dates for as many as 10 periods. The grid must include ranges 
of days between 1 and 31, all of which must be defined. There can be 
no breaks in the date ranges, and the ranges cannot overlap. 

You can also mark the option to Include any local taxes withheld. 

The Create output query is also available as an option for paycheck 
records. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the State Tax report. You can include employee records from all or 
selected departments. 



















Tab 

Description 

States 

This tab lists all states and territories defined on the Tables tab in 
Configuration, and allows you to choose employee records subject to 
all or selected state taxes on the report. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select when choosing the employees 
you want to include or exclude from this report, because you can filter 
the employees by attribute. The standard include/exclude selection 
screen appears on this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Detail, Sort/Break, Name Format, 
Page footer, Report footer, and Miscellaneous formatting details. 

The Detail options also allow you to print each state on a separate 
page. 


State Unemployment Report 

This report provides a list of employees, gross wages paid, and the wages subject 
to State Unemployment Tax for a specified period or date range. Standard report 
formatting options are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report, depending 
on the query type you select. The Include Checks with these Dates 
frame lets you define a specific date range or period of time to filter the 
employee paychecks you include in the report. 

You can also mark the checkbox to create an output query of the 
paycheck records that meet the criteria for this report. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your system, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the State Unemployment report. This way, you can choose to include 
employee records from all or selected departments. 

States 

This tab lists all states and territories you have defined on the Tables 
tab in Configuration, and allows you to choose employee records 
subject to all or selected state unemployment tax on the report. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to be selective when choosing the 
employees you want to include or exclude from this report, because 
you can filter the employees by attribute. The standard 
include/exclude selection screen appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/Break, Name Format, Page 
footer, Report footer, and Miscellaneous formatting details. You 
also have the option to Print each state on a separate page. 





















Profiles/Statistical Reports 

Reports in this category provide personnel and wage adjustment profile statistics. 
You can use these to review accuracy of employee attendance records, paycheck 
deductions and reductions, and general employee biographical information. 

Attendance Statistical Report 

The Attendance Statistical report gives a breakdown of attendance codes based on 
either days of the week or months of the year. Standard report formatting options 
are also available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 

Include Attendance Information with these Dates frame lets you 
define a specific date range or period of time to filter the employee 
transactions you include in the report. 

The ... range of hours used frame lets you define the report based on 
vacation hours, sick time, or leave time an employee used as of the 
specified date(s). 

Attendance 

The Attendance tab lets you specify the types of attendance codes on 
which you want to report. You can limit the report output to only hours 
of vacation, with a specified number or range of hours defined in the ... 
range of hours used frame on the General tab. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your program, and include only employees 
with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Attendance Statistical report. You can include employee records 
from all or select departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, by filtering the employees by 
attribute. The standard include/exclude selection screen appears when 
you select this tab. 

Format 

This is a standard report formatting tab, and includes report option 
choices for Headings, Criteria, Sort/break, Page footer, Report 
footer, and Miscellaneous formatting details. 













Attendance Status Report 

This report provides detailed in formation on employee attendance in areas such as 
vacation, sick, and personal days. The report shows hours carried over as well as 
hours accrued, used, and available. Standard report formatting options are also 
available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. If you 
configure your program to allow employees to accrue attendance 
(' Configuration, Attendance Plans tab), the Include Attendance 
Accrued Through frame appears, where you can define a specific date 
or range to filter the employee transactions you include in the report. If 
you configure your program so employees can use an available 
balance, the Include Available Attendance Balance as of frame 
appears, where you can define the Availability date (or range) on 
which you want to report. 

You can also select Include Attendance Information with these 
Dates, an option that allows you to define a specific date or range to 
limit the scope of the report. 

The Create output query option is also available on this tab. 

Hours 

The Hours tab allows you to specify employee hours you want the 
program to include in the report. You can filter employees to include 
by selecting a range of hours accrued, hours used, hours credited, and 
hours remaining for the employee(s) in the report. 

Attendance 

The Attendance tab lets you filter the types of attendance on which to 
report. For example, you can choose to report only on Vacation hours, 
or on all types of attendance hours, including Sick, Personal, and 
Other. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and choose to include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Attendance Status report. You can choose to include employee 
records from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you select this tab. 













Tab 

Description 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/Break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to print the report in Detail, or Summary. If you 
choose to format the report in detail, you can also identify employees 
on the report by Social Security Number or Employee ID Number. 

If you mark Include count summary, the report includes an 

Employee Count column, which provides the total number of 
employees that have an occurrence for each of the attendance types 
reported. The Occurrence Count column is the number of separate 
entries that make up the total employee count. For example, an 
employee could have taken vacation days in two blocks - from 1/1/98 
to 1/3/98 and from 1/10/98 to 1/13/98. Even though this is 5 vacation 
days, it is only 2 occurrences of this code for the employee in the time 
frame you defined. The employee would therefore be entered in the 
Count column once, and in the Occurrence column twice. 


Employee Attendance Ranking 

This report provides a ranked list of the employees and the total number of 
attendance hours used. This report can be printed in a summarized form based on 
attendance type or in detail, based on attendance codes. There is a summary 
section at the end of each report. Standard report formatting options are also 
available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employee Records, Selected Employee Records, or One Employee 
Record in the report. The Include Attendance Information with 
these Dates frame allows you to define a specific date or range to filter 
the employee attendance you include in the report. 

The ... range of hours used frame allows you to define a range for the 
number of hours of vacation/sick/etc. an employee has used as of the 
specified date(s). 

You can also mark Create output query if you want to save the 
records that meet the criteria for this report. 

Attendance 

The Attendance tab lets you filter the attendance codes on which to 
report. For example, you can choose to report only on Vacation hours, 
or on all types of hours, including Sick, Personal, and Other. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and include only those employees 
with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Employee Attendance Ranking report. In this way, you can 
choose to include employee records from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select when choosing the employees 
you want to include or exclude from this report, because you can filter 
the employees by attribute. The standard include/exclude selection 
screen appears when you select this tab. 


















Tab 

Description 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to print the report in Detail, or Summary. If you 
format the report in detail, you can also choose to identify employees 
on the report by Social Security Number or Employee ID Number. 
The Report Options frame allows you to format the report to Print 
each employee on a separate page. 


Employee Profile 


The Employee Profile report provides an overview of information found on the 
various tabs of the employee biographical record. Standard report formatting 
options are available. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Employee Records, Selected Employee Records, or One Employee 
Record in the report. 

The Include Activity with these Dates frame allows you to define a 
specific date or range to filter the employee activity you want to 
include in the report. The date or date range you define here includes 
the following within the date range you select: 

• All employee paycheck activity, including other pays and 
reductions/deductions, based on whether you select Period 
ending date or Check date in the Base Activity on frame. 

• All employee events, based on the event date you enter on the 
Event tab in Employees. 

• All employee actions, based on the action date you enter on 
the Actions tab in Employees. 

• Flex Spending Plan (FSP) activity, such as disbursements, 
based on the payment date of the disbursement you enter in 
Employees. 

• All employee payroll deductions, based on the period ending 
date or check date. 

You can include over 40 types of employee information for each 
employee in the report by marking the checkboxes in the selection list. 
All selections in the Include the following employee information list 
box are checked by default. The list is composed of fields taken from 
the Biol and Bio2 tabs in Employees and miscellaneous information 
from the remaining tabs in Employees. 

Choose to display the type(s) of employee information you select from 
the list in either Detail or Summary format in the Activity Format 
frame. If none of the information types are marked, this feature is 
unavailable. The detail activity format applies only to employee 
transaction activity, not attendance, events, actions, other pays, 
reductions/deductions, or FSP activity. These employee activities print 
only in summary format. 

The Base Activity on frame allows you to filter the employee 
paycheck to include in the report by selecting either paycheck activity 

by Period ending date or Check date. 

Mark the Create output query checkbox if you want to create a query 
of the defined employee records and activities for future use. 














Tab 

Description 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and choose to include those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Employee Profile report. You can choose to include employee 
records from all or selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to be selective when choosing the 
employees you want to include or exclude from this report, because 
you can filter the employees by attribute. The standard 
include/exclude selection screen appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/Break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
option allows you to Print each employee on a separate page. 


Other Pay Profile 

This report provides an overview of the in form a tion found on the Other Pay 
records for employees. Standard report formatting options are available. 


Tab 

Description 

General 

In the Include the following other pay information listbox, you 
select the type of Other Pay information you want to include in the 
report. The eleven checkboxes are marked by default, but you can 
clear any type of information you want to include or exclude, using the 
Select All and Deselect All buttons. 

Mark Create output query to create a query from the Other Pay 
records and information criteria you select. 

Other Pays 

Mark include all other pays or include only selected other pays. Use 
the arrows in the center to move the other pays between the inclusion 
windows. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/break, Page footer, Report footer, and 
Miscellaneous formatting details. The Detail format option allows 
you to print the report in Detail or Summary. 

If you select Detail, the program offers the option to Include notes. 
This is marked by default. The Include tax flag settings option is 
included by default. 

If you select Summary, the checkbox to Include tax flag settings is 
enabled and marked by default, and the Include schedule information 
and Include notes options are unavailable. The Report Options 
frame offers the option to Print each other pay on a separate page. 



















Chapter 19 


Reduction/Deduction Profile 


This report provides an overview of the information found on the various tabs of 
the employee Reduction/Deduction records. Standard report formatting options 
are available on the parameter tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Reduction/Deduction Records, Selected Reduction/Deduction 
Records, or One Reduction/Deduction Record in the report. 

The selection listbox allows you to select the type of 
reduction/deduction information you want to include in the report. The 
ten selections are checked by default, but you can unmark/mark any 
type of information you want to include/exclude, using the Select All 
and Deselect All buttons. 

Mark Create output query to create a query from the Other Pay 
records and information criteria you select. 

Red/Deds 

This tab contains all of the red/deds in the program. Here you can 
select to Include all red/deds or Include only selected red/deds and 
use the center arrows to designate the red/deds to use. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/Break, Page footer, Report footer, and 
Miscellaneous formatting details. The Detail format option allows 
you to print the report in Detail or Summary. 

If you select Detail, the option to Include notes is enabled and 
checked by default. The Include tax flag settings option is disabled 
but checked. 

If you select Summary, the option to Include tax flag settings is 
enabled and checked by default, and the Include schedule 
information and Include notes options are disabled. The Report 
Options frame offers the option to Print each reduction/deduction 
on a separate page. 


Time Sheet Reports 

Time sheet reports provide detailed information about the number and type of 
hours your employees worked, and relative pay and rate information (including 
piece rate pay) during a defined time period. You can filter the reports by 
employee record, time sheet date(s), and time sheet batches. Since time sheet 
batches are also defined by date, you can filter the batches to include in the report 
by batch date. You also have the option to include/exclude batches that have been 
approved and/or unapproved. 

Only those users who have been given permission to view salary and rate data in 
Reports Security can access and print time sheets and batch reports. 

You can format and print separate reports for time sheet batches and time sheets. 










Time Sheet Batch Report 

Employee time sheets must be compiled in batches and, depending on the 
specified time sheet start and end dates in the batch, you can create a report 
summarizing the employee hours. The time sheets included in the batch(es) you 
include in the report can also be filtered at the time you define the report 
parameters. For example, you may have a batch of time sheets dated 1/1/99 to 
2/15/99, but you only want to include time sheets from 1/15/99 to 2/15/99. You 
can filter out all the unwanted time sheets by setting the date range for the time 
sheets you want on the General tab of the Time Sheet Batch Report. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record for the report. 

You can define a specific batch date or date range you want to use for 
the report in the Include Batches with these Dates frame. You can 
further define the report by limiting the time sheets you want to include 
by entering a start and end date in the Include Time Sheets with these 
Dates frame. Since the batches you want to include in the report may 
or may not be approved, you can mark options to include Approved 
and/or Unapproved batches in the Include Batches with these 
Statuses frame. 

You can create an output query file from the report by marking Create 
output query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can have statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your program, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Time Sheet Batch report. In this way, you can include employee 
records from all or selected departments. 

Pay Frequencies 

By selecting the pay frequencies you want to include in the report, you 
can limit the Time Sheet Batch report by including annual, quarterly, 
monthly, bi-monthly, weekly, daily, hourly, and/or special employee 
pay frequencies. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/Break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to print the report in Detail, or Summary. If you 
select to format the report in detail, you can also identify employees on 
the report by Social Security Number or Employee ID Number. The 
Report Options frame offers you the option to Show pay type 
distribution on the report. 













Time Sheets 


You define employee time sheets on the Time Sheet tab of the employee record. 
Here, you can choose to include various employee biographical information, as 
well as address, department, position, status, and other identification information. 
When you run a report for time sheets, you can filter the employee time sheets by 
time sheet batch, time sheet start and end dates, employee status, department, and 
attributes, and the pay frequencies. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Employee Record in the report. 
You can define a specific batch date or date range you want to use for 
the report in the Include time sheets with these Dates frame. 

In the Print this additional information on each time sheet listbox, 
you can mark the employee data you want to include in the Time Sheet. 
You can create an output query file from the report by marking Create 
output query. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with specific statuses. For example, you can define 
statuses such as Active, Inactive, Terminated, On leave, and 
Sabbatical for your program, and choose to include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Time Sheets report. You can include employee records from all or 
selected departments. 

Pay Frequencies 

By selecting the pay frequencies you want to include in the report, you 
can limit the Time Sheets report by including annual, quarterly, 
monthly, bi-monthly, weekly, daily, hourly, and/or special employee 
pay frequencies. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, and you can filter employees by 
attribute. The standard include/exclude selection screen appears when 
you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/Break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow for the report format to be shown in Detail, or 

Summary. If you choose to format the report in detail, you can also 
identify employees on the report by Social Security Number or 
Employee ID Number. In the Time Sheet Format frame, you can 
select either Blank or Default from time sheet entry form. If you 
select Blank, all headers, including day/date information, from the 
employee time sheet form print on the report. If you select Default 
from time sheet entry form, all data on the employee time sheet form 
prints on the report. The Report Options frame offers you the option 
to Show Pay Type Distribution on the report. 


Transaction Reports 

Transaction reports supply you with details about the various types of transactions 
you process in the Payroll program. 













EFT Report 

This report provides a detailed view of any Electronic Funds Transfer files you 
create in Payroll. Standard report formatting options are available. 


Tab 

Description 

General 

The Select an EFT File Name frame offers a search capability for 
identifying the Electronic Funds Transfer file on which you want to 
report. You can access a selection screen, from which you can 
navigate to the location of the Electronic Funds Transfer file on which 
you want to report. 

Format 

This is a standard report formatting tab, and includes report options for 

Headings, Criteria, Sort/break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. 


Payroll Journal 

The Payroll Journal report is a detailed listing of each check issued during the 
time period you specify. General Ledger accounts are also included if you have 
this program installed. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report, depending 
on the query type you select. The Include Checks with these Dates 
frame lets you define a specific date range or period of time to filter the 
employee paychecks by Check date. You filter the checks to include 
by Period ending date and Post date. 

An additional filtering option is offered, whereby you can include 
checks according to their posting status, for example Not Yet Posted, 
Posted, and Do Not Post. 

You can also mark the checkbox to Create output query from the 
check records you include in this report parameter file. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical for your program, and choose to include only those 
employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Payroll Journal. You can include employee records from all or 
selected departments. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to select the employees you want to 
include or exclude from this report, because you can filter the 
employees by attribute. The standard include/exclude selection screen 
appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to print the report in Detail, Summary, or Detail 
with summary. If you mark Include employer liability/expenses, all 
employer habihties and/or expenses are included on the report. 



















Payroll Register 

This report provides information on the employees’ outstanding payroll 
calculations. Standard report formatting options are available on the parameter 
tabs. 


Tab 

Description 

General 

The Include button on the General tab allows you to include All 
Records, Selected Records, or One Record in the report. The 
Include Calculations with these Dates frame lets you define a 
specific date range or period of time to filter the paychecks by Pay 
date. You can filter the checks to include by Period ending date and 
Post date. 

You can also filter checks to include according to their payment 
methods, for example Regular checks, and/or EFT. 

In the Include Employees with these Pay Types frame, you can mark 
the option to include hourly and/or salaried employee records in the 
report. 

You can mark the checkbox to Create output query from the check 
records you include in this report parameter file. 

Status 

The Status tab allows you to include all statuses of employee records, 
or only records with statuses you want to include. For example, you 
can define statuses such as Active, Inactive, Terminated, On leave, 
and Sabbatical defined for your program, and choose to include only 
those employees with a status of Active. 

Department 

This tab allows you to define the departments you want to include in 
the Payroll Register. You can choose to include employee records 
from all or selected departments. 

Pay Frequencies 

By selecting the pay frequencies you want to include in the report, you 
can limit the included employee pay records by including annual, 
quarterly, monthly, bi-monthly, weekly, daily, hourly, and/or special 
employee pay frequencies. 

Attributes 

You can assign attributes to employees on the Attributes tab of 
Configuration. This allows you to be selective when choosing the 
employees you want to include or exclude from this report, because 
you can filter the employees by attribute. The standard 
include/exclude selection screen appears when you select this tab. 

Format 

This is a standard report formatting tab, and includes report options for 
Headings, Criteria, Sort/break, Name format, Page footer, Report 
footer, and Miscellaneous formatting details. The Detail format 
options allow you to print the report in Detail or Summary. If you 
choose to format the report in detail, you can include adjusted gross 
figures, a departmental breakdown, and print each calculation on a 
separate page. The detail report prints only in landscape. 

You can also identify employees on the report by Social Security 
Number or Employee ID Number. 













Report Parameters Tabs 

You establish criteria for your Payroll reports on a series of parameter tabs. Some 
reports have as few as two tabs while others have as many as seven. In many 
cases, the selections available on the tabs are similar from one report to another. 
By becoming familiar with the criteria available on each tab, you become more 
proficient in creating reports. The following overview of the available parameter 
tabs helps you achieve a better understanding of Reports. Tabs are described in 
alphabetical order, which is not necessarily die order in which they appear or are 
accessed. 


Accounts Tab 

This tab appears on the following reports: 

Account Distribution Report 
Project Distribution Report 



On this tab you select the accounts to include in the report by listing all or only 
selected accounts from your ledger program. For example, if you have 
Blackbaud’s General Ledger installed, you can select accounts from the program 
database that are used for debits and credits for each employee paycheck. This 
gives you a detailed listing of the accounts you are associating with your payroll 
checks in Payroll. 

On the Accounts tab you identify projects, as in the Project Distribution report. 
You can choose all or a selection of the appropriate accounts/projects to include in 
the distribution reports. 
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Action Status Tab 

This tab appears on the following reports: 

Action Listing 

Action Summary 

Actions by Association Report 



On the Action Status tab, you can choose the action you want to include in reports 
status. For example, you can include all actions that are placed on employee 
records, such as meetings, e-mails, letters, and phone calls, and further filter your 
search by the action status. 

The Action status tab allows you to include all statuses of actions added to the 
employee records you choose, or only actions with statuses you want to include. 
For example, you can have statuses such as Ongoing, Completed, and Planned 
defined for your system, and choose to include only those actions with a status of 

Completed. 
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Action Type Tab 

This tab appears on the following reports: 

Action Listing 

Action Summary 

Actions by Association Report 



This tab is a standard dual listbox, listing all action types you have defined for 
your program in the left box. You can choose to Include all action types or 
Include only selected action types by highlighting and moving your selection(s) 
to the right box. This is yet another way to filter the actions to include in the 
report. 
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Assigned to Tab 

This tab appears on the following report: 

Action Listing 

Action Summary 

Actions by Association Report 



The Assigned to tab is a standard dual listbox that allows you to select the users to 
whom actions have been assigned for employees. 

Here you can choose to Include all assignees or Include only selected assignees. 
In this way, only those employee records which have actions assigned to the 
assignees you specify are included in the action report. 
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Attendance Tab 

This tab appears on the following reports: 
Attendance Statistical Report 
Attendance Status Report 
Employee Attendance History 
Employee Attendance Ranking 



The Attendance tab lists all the attendance codes you have defined for the 
program. Here you choose all or selected types of attendance to filter for the 
various attendance reports. This is helpful if you want to include only the 
employee attendance information for vacation time, personal illness, and floating 
holidays. 
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Attributes Tab 

This tab appears on all reports except the following: 

EFT Report 
Other Pay Profile 



The Attributes tab allows you to filter report information based on attributes 
defined on the included records of a report. This tab is divided into two option 
sections - Include and Exclude. 

If you mark Include Employees with these Attributes, the program uses the 
selected attributes as criteria for the output of the report. You may specify an 
unlimited number of attributes to use as filters. Records having any of the 
specified attributes are included in the report. 

Filtering the report by marking the Exclude Employees with these Attributes 
option affects the report output in the same manner by excluding all records 
having any of the attributes you specify. 

If you select to include or exclude employees with specific attributes, you must 
select the attributes in the Category column. The Description and Short 
Description columns fill automatically. You can add a Date or any additional 
Comments in the corresponding columns. 
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Department Tab 

This tab appears on all reports except the following: 

Action Listing 

Action Summary 

Actions By Association Report 

Other Pay Profile 

Account Distribution Report 

Project Distribution Report 

EFT Report 



The Department tab allows you to choose the department to which an employee 
belongs as a filter for the output of the report you are defining. For example, if you 
were creating an other-pay profile report and only wanted to view other pays 
disbursed to employees of the Athletic Department, you would select the athletic 
department and create the report. 
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Events Tab 

This tab appears on the following reports: 

Event Report 
Event Tickler Report 



The Events tab uses the standard dual listbox in Reports. Here you can choose the 
type of event(s) you want to report. All events you have defined are listed in the 
left box, and by highlighting and moving your selections to the right box, you can 
filter the information on the report. 

Format Tab 

On the Format tab, you define the way your report looks when you print or view 
it. The Format tab appears on all Payroll reports. There are eight separate Format 
Options: Headings, Criteria, Detail, Sort/Break, Name format, Page footer, 
Report footer, and Miscellaneous. 




















Headings 

The Headings option offers you choices as to what you want to include in the 
heading of the report as well as each page of the report. 



In the Heading Format frame, you can enter a Title for your report. This field 
can have a maximum of 50 characters. If you leave this field blank, your report 
does not print with a title. You can also enter a Subtitle if you want, and define 
the location of the title in the header (left, center, or right). If you want to have the 
name of your organization printed in the report header, you can mark the option to 
indicate this choice. 

In the Print Page No. in Heading and Print Report Date in Heading frames, 
you can select the format in which the page number and report date appear on 
your report. These items are optional and only available if you mark the Print 
report heading on each page checkbox. 

If you want all heading information you have defined to appear at the top of each 
page, you can choose this option by marking the checkbox. If left unmarked, the 
report heading prints at the top of the first page only. 

You can view a sample of the heading format you have defined by clicking 
Layout, or preview the entire report by clicking Preview. 
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Criteria 

The Criteria format option allows you to print the criteria you select on your 
report. You can mark this option, and choose to have the criteria information print 
on the first page of the report or on a separate page. 



When you mark the option to Print Report Criteria, the program displays a list 
of all criteria related to the report. All report criteria choices are marked by 
default. Clear the checkboxes of any criteria you do not want to view. 
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Detail 

This Format Options category lets you choose particular details you want to 
appear on your report. 



The Format Options listed differ widely depending on the type of report for 
which you are defining parameters. For many reports, you can also choose to print 
your report in detail or summary format, and specify whether you want to identify 
employees by Social Security Number or Employee ID Number. 
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Sort/break 

The Sort/break format option allows you to select sort/break options. 



In the Sort Options frame, You can choose up to three levels of sorting for the 
report. The program default values appear in the Sort by column, and can be 
changed. The default sort order is ascending, but you can also choose to sort items 
in descending order in the order by column. By marking the option box in the 
Subtotal column, you can have the report indicate a total count of that particular 
value. 

In the Break Options frame, you can define a header and/or footer to appear 
between each of the values you are sorting, and text you want to appear before 
and/or after the name of the first value you are sorting. If you mark Define break 
header, a Text before value and a Text after value field appear. In these fields 
enter the text you want to appear before or after the value. For example, you can 
have an employee’s name appear before and after a value on a report. If you 
choose to define a break footer, you can also mark options to add a total count 
figure to the subtotal footer for the first line item in the sort grid. You can print 
this count as a percentage of the total count, and have each occurrence of the first 
line item appear on a separate page. 
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Name format 

The Name format option allows you to select your first and second choice of 
salutation style you want to use for the employee names on the report. These are 
defined on the Addressee/Salutations tab of Configuration. 



Page footer 

Using the Page footer format option, you can define text as you want it to appear 
in the footer of each page of your report. 
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You can also select to have a page number and/or date printed in the footer of each 
page. In the Print Report Date in Footer frame, you can format the date as Long 
Date, Short Date, Long Date and Time, and Short Date and Time. 
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Report footer 

The Report Footer format option, allows you to create a footer for the report. To 
add text to the end of the report, enter the text in the Report Footer Text frame 
text box. 



You can position this text aligned to the left, right, or centered. 
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Miscellaneous 

Miscellaneous format options allow you to choose how you want amounts to 
display in your report. 



All checkboxes in the Amount Display Options frame are optional. You can 
choose whether you want a currency character, 1000’s separator, decimals, and/or 
percent signs to show in your report. As you mark any of the checkboxes, the 
results are shown in the Sample Display frame. 

You can also choose to show all negative amounts with a minus sign or the default 
parentheses. 

The choice of paper orientation is available for some reports, and is either 
Portrait or Landscape. You can also set your Reports Preferences to allow you 
to choose the paper orientation at the time of printing or allow the program to use 
the orientation defined for the report. Normally, this option is only used with 
wide-carriage, dot-matrix printers. 
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Funds Tab 

This tab appears on the following reports: 

Account Distribution Report 
Project Distribution Report 



From the list of available funds you have defined in your ledger program, you can 
select the fund(s) you want to use when you report on the credit and debit 
transaction distributions. For example, you can select only the Unrestricted 
Operating Fund to report only on transaction distributions to that fund. 
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General Tab 

The General tab appears on all Payroll reports. 



The General tab contains report-specific parameter information that vary, 
depending on the report. There are, however, parameters that are common to 
many reports. 

The Include command button allows you to specify the records you want to 
include on the report. The default is All records, but you can choose Selected 
records or One record. If you choose Selected Records, the Query Search 
screen appears, listing all queries in your database by type. At this point you can 
open a query to use as your criteria for selection of records to include in the report 
you want to create. 
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If you select One record, the Record Search screen opens, where you can search 
for and choose the record you want to use for your report. 



The General tab also allows you to be specific about the fields, types of 
transactions, types of records, etc. that you want to include, and presents these 
options for your selection. 

The Date parameter allows you to specify which records and record types you 
want to include. On some General tabs you can also filter and restrict by dates. 
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Locality Tab 

This tab appears on the following report: 
Local Tax Report 



This tab lists all local tax entities you have defined on the Tax Tables tab in 
Configuration. These tax entities can be selected from the listbox on the left side 
of the tab and moved to the Include these localities box for inclusion in the tax 
report calculations. 


















Reports ^55^ ? 


Other Pays Tab 

This tab appears on the following report: 
Earnings Register 



The Other Pays tab appears on the Earnings Register report parameters, and is a 
standard dual listbox configuration. All other pay types you have defined in 
Configuration are listed in the Other pays box, and you can highlight and move 
the ones you want to use as criteria for the report to the box on the right. In this 
way, you can include the specified other payment types with regular employee 
pay for calculation of the Earnings Register. 






















Chapter 19 


Pay Frequencies Tab 

This tab appears on the following reports: 

Earnings Register 
Payroll Register 
Reduction/Deduction Register 
Time Sheets 

Time Sheet Batch Report 



The Pay Frequencies tab lists all pay frequency codes as defined in Configuration 
on the Preferences tab for Hours under System Preferences. 

Using the arrow buttons, you can select the pay frequencies you want to include 
when reporting on the Earnings Register, Payroll Register, Time Sheets, T im e 
Sheets Batches, and/or the Reduction/Deduction Register. In this way, you can 
choose to include all pay frequencies or only selected frequencies of employee 
paychecks on the reports. 
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Projects Tab 

This tab appears on the following reports: 

Account Distribution Report 
Project Distribution 



From the list of available projects you have defined in your ledger program, you 
can select the project(s) you want to use when you report on the credit and debit 
transaction distributions. For example, you can select only the projects in your 
database that have to do with children, and report only on transaction distributions 
to those projects. 
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Red/Deds Tab 

This tab appears on the following reports: 
Flex Spending Plan Report 
Reduction/Deduction Register 



The Red/Deds (Reductions/Deductions) tab appears on the two reports that 
provide information about employee income reductions or deductions. These may 
take the form of health insurance premiums, advances, or various voluntary 
contributions made by the employee. To ensure the program properly calculates 
the amounts for the output of these reports, you can choose the reduction and/or 
deduction codes from the available list, and move them to the Include these 
red/deds listbox. 
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States Tab 

This tab appears on the following reports: 

State Disability Insurance Report 

State Industrial Insurance / Workers’ Compensation report 

State Tax Report 

State Unemployment Report 



The States tab is a standard dual listbox that allows you to choose the state(s) you 
want to include when you are defining parameters for a report. This is helpful if 
the report is specific to state disability insurance, taxes, or unemployment criteria. 
For example, if your organization employs a group of people who work as sales 
representatives in your state as well as in several neighboring states, you can run a 
State Tax Report for only those employees, and include the state of your 
organization and the states in which they conduct business for your organization. 
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Status Tab 

This tab appears on all reports except the following: 

Account Distribution Report 

Action Listing 

Action Summary 

Actions by Association Report 

EFT Report 

Project Distribution Report 



The Status tab lists all employee status codes available for filtering. 

You can either include all status codes or selected status codes in your report. 
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y% To globally add 

attendance or events, 
see the Attendance or 
Events chapter. Attendance 
and events are globally 
added from Employees. 


/-& You cannot delete, 
move, or replace 
required fields with a 
<blank>. You can only copy 
unique required fields. 


r& You can add new 
values to a code table 
when using the add, replace, 
partial replace, copy, move, 
and swap functions. 


The Global Change module allows you to add, change, and delete information in 
a field based on a query of records in your database. For example, if your area 
code changes, you can perform a global change to replace the old area code with 
the new area code. 

Global Change operates hierarchically. First you select the program in which you 
want to work. Next you select a category or record type in the program. Then you 
select a subcategory and, finally, the name of the field. Changes are made at the 
field level. Because global changes are based on records in a query, changes must 
be made by record type. 

In Payroll, you can globally change fields on employee records. 

From the main screen, you can create, open, edit, and save parameter files for 
future use. A parameter file is an established set of criteria which you can save 
and use again and again to perform a specific function. 

The main screen has two windows: programs and record types are listed in the left 
window, and saved parameter files appear in the right window. Double clicking a 
record type in the left window, or the Add a New parameter file icon in the right 
window, opens a new parameter file. Double clicking a saved parameter file opens 
the selected parameter file. 

As part of the global change process, you can preview your intended global 
changes before they are actually made. You can also create a query of the records 
affected by the global change, which you can use in other modules. Finally, you 
can create an exception query of the records that, for one reason or another, could 
not be changed by the global change process. 

The global change process includes several global change functions. You can add, 
replace, partially replace, delete, increase/decrease, copy, swap, and move 
in form a tion in selected fields in your database. 

Global Change Functions 

Each global change function (add, replace, partially replace, delete, 
increase/decrease, copy, swap, and move) has its own parameters. Function 
availability depends on the field type; not all global change functions listed are 
available for all fields. 

For example, you cannot delete, move, or replace required fields with a <blank>. 
You can only copy unique required fields. 

Change Parameters 

Change parameters are criteria you establish enabling you to change your 
database globally. Change parameters include the global change function and the 
values associated with that function. 


Add 

The Add function places a value in a field. This value can either replace the 
current value or make no changes to the current data, depending on whether 
Overwrite existing value is marked. 

If the Overwrite existing value checkbox is not marked, only empty fields 
receive the new value. Fields with information are not modified. 
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If the checkbox is marked, existing values are overwritten. The new value is 
added to empty fields, and it replaces values in fields with existing values. 

For example, when the Overwrite existing value checkbox is marked for a global 
change of Add-Pay frequency-Bi-weekly, all records in the selected query have 
the Frequency field overwritten with the value Bi-weekly— regardless of what 
the frequency was. When the checkbox is not marked, only records with no 
defined frequency have Bi-weekly added; records that currently have Monthly, 
Weekly, or any other value remain unchanged. 

You can add a new value to some tables during the global change Add process 
when you mark the Automatically add table entries checkbox. 


Replace 

The Replace function searches for records that exactly match the value. 

Checkbox fields can be replaced with Unchecked/Checked values. You can 
leave the With field blank to clear values from the field. 

For example, to delete a specific employee position from the database, select 
Position from the Employee Information folder. On the Edit Change Parameters 
screen, select the Position from the drop-down list in the Replace field, and leave 
the With field blank. 

When available, mark Match case to make the search case sensitive. This enables 
you to make entries consistent if they have been entered two different ways. 

You can add a new value to some tables during the global change Replace process 
when you mark the Automatically add table entries checkbox. 

Partial replace 

The Partial replace function is not available for table fields. Partial replace 
searches for records that contain the value you enter. When available, mark 
Match case to make the search case-sensitive. 

For example, you can use the Partial Replace global change function to change 
the area codes for records within a query. Since the entire phone number, 
including area code, is part of one long field, Partial Replace allows you replace 
part of the phone number (the area code or first three digits) with a new value. If 
you partially replace 803- with 843-, any records in the query with a phone 
number that includes 803- has those numbers replaced with 843-. 


/-& Replace searches for 
records that exactly 
match the value, whereas 
Partial replace searches for 
records that contain the 
value within the field entry. 


Delete 

The Delete function allows you to delete all of the values in the specified field. 
Blanks (non-values) cannot be used for the Delete global change function. 


Increase/Decrease 

For fields that contain a numeric value, you can use Increase or Decrease as the 
global change function. You can increase/decrease values by an exact amount or 
by a percentage. 

For fields that contain a date value, you can use Increase or Decrease to change 
the date by a specified number of days, weeks, months, or years. Increase and 
Decrease take into account different length months, leap years, etc. 

For example: 
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C Before performing a 
r global change, you 


should always make sure 
you have a working backup 
of your database. 


Increasing by 1 day replaces 04/06/2000 with 04/07/2000, or 04/30/2000 with 
05/01/2000. 

Decreasing by 1 week replaces 04/10/2000 with 04/03/2000, or 05/01/2000 with 
04/24/2000. 

Increasing by 1 month replaces 04/13/2000 with 05/13/2000, or replaces 
01/30/2000 with 02/29/2000 (the last day of the next month; adjusts for the leap 
year). 

Copy 

The Copy global change function places the entire value from the source field to a 
compatible target field. In the Copy to field, click the binoculars button to search 
for and select the target field. If you mark the Overwrite existing value 
checkbox, all target fields receive the value copied from the source field. If this 
checkbox is not marked, only blank target fields receive the copied value. You can 
add a new value to some tables during the global change Copy process. 

Swap 

The Swap global change function places the entire value from the source field to 
the target field and the original value of the target field in the source field. In the 
Swap with field, click the binoculars button to search for and select the target 
field. 

You can add a new value to some tables during the global change Swap process 
when you mark the Automatically add table entries checkbox. 

Move 

The Move global change function places the entire value from the source field to 
the target field and deletes the value from the source field. In the Move to field, 
click the binoculars button to search for and select the target field. Mark the 
Overwrite existing value checkbox to move the value from the source to all 
target fields; otherwise, only blank target fields get the value. 

You can add a new value to some tables during the global change Move process 
when you mark the Automatically add table entries checkbox. 

Performing a Global Change 

When you perform a global change, you are making a change at field level for the 
program, record type, and subcategory you select. Also, because you perform a 
change for selected records based on a query definition, the change is limited to 
those records in the query. 

^ Performing a global change 

1. From Global Change, double click the Payroll folder on the left side of 
the screen to view the global change record type. 





Global Change 



2. Highlight Employee, and select File, New. The Global Change 
Employees screen appears. 



3. Click Include to select the query of records you want to globally change. 
The search screen appears. 



On the Global Change 
main screen, you can 
open the Payroll folder and 
double click Employee to 
create a new parameter file. 


exist that meets your 
criteria, you can click Add 
New to create a new query. 


You can use the filters to locate the query you want to include. 

4. When you have highlighted the query, click Open. The Global Change 
Employees screen reappears. 
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In the Available Fields frame, you can filter the fields you view in the 
box by selecting a field category from the Show drop-down list, or you 
can show All fields. If you show All fields, double click a folder to view 
individual fields. 



If you want to remove 
"C*/ a field at any time, you 
can highlight it in the Fields 
to Change box and click 
Remove. 


5. Highlight the field you want to globally change, and click Select. 

For example, if you want to globally change the hourly rate of a certain 
group of employees, open the Employee Information folder, highlight 
Hourly rate, and click Select. 

The Edit Change Parameters screen appears for the selected field. 



6. Select the global Operation to perform. Depending on the field type, 
choices may include Add, Replace, Partial replace, Delete, Increase, 
Decrease, Copy, Swap, and Move. 
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Using the previous example of globally changing hourly rate, select 

Replace as the Operation. 

7. Depending on the field type and the global Operation, enter the 
appropriate information in the additional fields. 

• For Add, enter information in the Add field. 

• For Replace, enter information in the Replace and With fields. 

• For Partial replace, enter information in the Partially replace and 
With fields. 

• For Delete, enter information in the Delete field. 

• For Increase or Decrease the Operation requires you to select 
whether to Modify by Amount or Percentage, or whether to Modify by 
Day(s), Week(s), Month(s), or Years. Then enter the amount, the 
percent, or the number of days, weeks, months, or years in the 
corresponding field. 

• For Copy, enter in form a tion in the Copy to field. 

• For Swap, enter information in the Swap with field. 

• For Move, enter in formation in the Move to field. 

For the given example, if you want to globally change the hourly rate of 
all employees who are in a certain group from $9.00 to $10.00, enter 
$9.00 in the Replace field and enter $10.00 in the With field. 

8. If you want all records in the query changed, including those with existing 
information in the selected field, mark Overwrite existing value. This 
option is only available if you choose Add, Copy, or Move as your 
Operation. 

9. Once all information is entered, click OK. 

10. You can click Browse Changes to view the modifications that will take 
place when you run the global change. This allows you to edit change 
parameters prior to previewing or performing the global change. 

11. Mark Create a query of employees that are changed to have a query of 
all of the records affected by this global change. 

12. Mark Create exception query to have a query of the records that should 
have been but were not changed in this process. 

13. Mark Preview changes to view a list of records that will be affected by 
this global change before the changes take place. 

This gives you the opportunity to preview the results before global 
changes are made. If the results are incorrect, you can cancel the global 
change process and correct the global change parameters without any 
changes being made. 

14. Mark Automatically add table entries if you want to add or replace 
existing table entries with table entries that are not currently in the 
database. This adds new table entries to the selected fields as well as the 
appropriate table in Configuration. 


r& Click Browse 
' ^ Changes at any time to 
view the individual 
modifications that would 
occur in a global change 
using each change parameter 
you have established. 


Marking Preview 
changes enables you to 
preview results before 
changes are made. If the 
results are incorrect, you can 
cancel the global change 
process from the Preview 
screen and make 
corrections. 
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y& You can also double 
"C*/ click the change 
parameter in the Fields to 
Change frame to open the 
Edit Change Parameters 
screen. 


If you entered new table entries in a change parameter field and you do 
not mark this box, the fields are unchanged and the reason given for the 
exception is that you can only use existing table values unless you mark 

Automatically add table entries. 

^ Editing change parameters 

1 . In the Fields to Change frame, highlight the change parameter you want 
to edit. 

2. Click Criteria. The Edit Change Parameters screen appears. 

3. Make necessary changes. 

4. When you are finished, click OK. 

Preferences 


Selecting Edit, Preferences from the Global Change main screen menu accesses 
preferences. You can select a display preference: Group fields by tab within 
each category or Display fields alphabetically within each category. 

For example, with the Group fields by tab within each category option marked, 
this is the order of the fields listed in the Employee Information folder of 
Employees Global Change: 

• Title 1 

• Title 2 

• First name 

• Middle name 

• Last name 

• Suffix 1 

• Suffix 2 

The list continues, displayed in the order in which the fields appear on the screens 
and tabs of the Employees module. 

With the Display fields alphabetically within each category option marked, this 
is the list of die same fields: 

• # days by frequency 

• # hours by frequency 

• # payments by frequency 

• Address 

• Birthdate 

• Citizenship 

• City 

The list continues, displayed in alphabetical order of the Employee Information 
fields. 
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^ Setting preferences 

1. From Global Change, select Edit, Preferences from the menu. The 
Preferences screen appears. 



2. Mark the display option—either Group fields by tab within each 
category (which displays fields in the order they appear on tabs in the 
Employees module) or Display fields alphabetically within each 
category (which displays fields from each category in alphabetical order). 

3. Click OK. 
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3J If you use import 
information to create 
new records, the import 
must include the required 
fields for that type of record. 


rA Use Import file 

without field names 
- Separated or Fixed width 

to import records that 
include an account 
distribution. 


may also find the 
WlsJ import process a quick 
and efficient means of 
entering information into 
your database. 


rA Required fields vary 
Yy according to program 
configuration and the action 
you are performing. The 
required fields for creating a 
new record differ from those 
for updating an existing 
record. 


The Import module provides you with a single, concise facility to import data into 
Payroll and other Blackbaud programs. 

In Import, you can set up and save import parameter files to use repeatedly. The 
program supports four different import file formats: 

• Import file without field names — Separated 

• Import file without field names — Fixed Width 

• Import file contains header record 

• Import file has a separate header record 

You have the flexibility, with all four file formats, to define import parameter files 
that include the fields you need. You can use your import to create new records 
and/or update existing records. You can perform both of these functions in one 
import; however, we recommend that you do them separately since each function 
imposes different required field limitations. 

The four import file formats vary in how the included fields are defined or 
identified. The simplest and easiest to use format, Import file without field 
names — Separated, differentiates fields by the order they are arranged. You 
select and order the fields in the parameter file and use text qualifiers and field 
separators in the import document to identify field boundaries. 

The Import file without field names — Fixed Width format identifies each field 
by where the value is placed in a numbered stream of characters. 

Two other file formats, Import file contains header record and Import file has 
a separate header record, use a header record to identify the imported fields. 
The only difference between these two is that one places the header record at the 
top of the import document and the other has the header record in a separate file. 

As you proceed through the import process, you can examine the raw import data 
before running the actual import. The program also provides an option that allows 
you to validate record data without actually performing an import. 

If you are new to importing, we recommend that you review this entire chapter to 
gain an understanding of the different import formats. 

Each format presents different process requirements and limitations that make 
them more or less suitable to a given situation. Select the format that best meets 
your needs and establish a set of standard import files for use by your reporting 
entities. 

We begin this chapter with a section that describes the Import main screen. 
Following that, we include a special section on Importing Time Sheets. The 
section on time sheets begins with a typical import scenario, then describes how 
you can import time sheet information using one of the four import formats. The 
Import Parameter Files section describes the procedures and requirements for 
creating each of the four different imports. You can also import time sheets 
created in another program. For more information, see the Time Sheets chapter. 

To import using header record, you must define the header record using field 
codes. Field codes correspond to the fields in each type of Payroll record. A 
complete listing of Field Code Names is found at the end of this chapter on page 
page 610. Required fields for each import type are identified in this section. 





The steps for creating an import vary depending on the format of the import file. 
The following diagram identifies the major steps involved in the creation of each 
type of import file. An “X” in the column below an import format signifies a 
required action. 


Action 

Separated 

(import file does 
not contain field 
names) 

Fixed 

Width 

(Import^file does 

Import file 
contains a 
header 
record 

Import file 
with 
separate 
header file 

Select/Order desired import 
fields including record 
identifier 

X 

X 

X 

X 

Select text qualifier and 
separator 

X 


X 

X 

Create header 
record 



X 

X 

Define field lengths and 
overall record length 


X 




Import Main Screen 

The main screen of Import is a list view screen with folders for program names 
and record types listed in the left box, parameter files listed in the right box, and a 
description of the highlighted item displayed at the bottom. 

Import is a shared Blackbaud module, meaning that it is used with more than one 
Blackbaud program. On the main screen, a folder appears on the left for each 
Blackbaud program present in the database that has Import capabilities. When you 
open a program folder, additional folders appear for each import type applying to 
that program. 
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Required fields vary 
according to program 
configuration and the action 
you are performing. The 
required fields for creating a 
new record differ from those 
for updating an existing 
record. 

3QE When importing a 
^ Batch number, be sure 
that the entire number is 
included in the import 
document. The batch 
number is generated by 
Payroll and may include 
leading zeros as shown in 
the example import record. 
If present, you must include 
these zeros to successfully 
complete the import. 


y& If using Excel to create 
your import document, 
use the Batch Import ID to 
avoid having problems with 
leading zeros in the Batch 
number. 


Payroll has 13 import record types: Employees, Other Pays, Red/Deds, Actions, 
Events, Attendance Records, Attendance Plans, Flex, EFT, Time Sheet 
Batches, Time Sheets, Attributes, and Notes. For each import type, you can 
create multiple parameter files. The parameter file determines what information is 
included in the import and how the import file is structured. 

Importing Time Sheets 

Scenario: 

An organization that provides work and job training through a chain of used 
clothing stores, performs all payroll functions at one central location. Each 
store manager can easily submit time sheets to that location with a properly 
formatted file attached to an e-mail. You can create the file in Notepad, 
Microsoft Excel, or any other program that can save the file in *.csv, *.txt, or 
*.pm format. 

On November 29, 1999, Tom Anderson worked 8 regular hours as an 
employee in the Administrative department. The store manger submits time 
sheet information on a daily basis. The mi nimum fields required for a time 
sheet import are the Batch number or Batch Import ID, Employee ID, 
Date, Time in, Time out, Pay type, and the Account Distribution fields 
Account No., Department, and Percent. The central payroll office supplies 
the manager with the Batch number or Batch Import ID, Employee ID, 
Account No., Department, and Percent. Using Notepad, the manager 
creates the following record and saves it as a *.txt file: 

000001, TA123, 11/29/99, 8:00, 5:00, Regular, 01-521000-01, 
Administration, 100 

The file is then attached to an e-mail and sent to the payroll office. 

The receiving payroll clerk imports the time sheet into Tom Anderson’s 
payroll record by creating an import parameter file. 

^ Importing time sheets 

1. From the main screen of Import, open the Payroll folder on the left and 
highlight Time Sheets. Select File, New or double click the Add a new 
Time Sheet Import icon on the right. 





Import 



The Import Time Sheets screen appears with the Options tab selected. 



2. Mark Create new Time Sheet records (import information). If 
Overwrite existing Time Sheet records (update information) is 

marked, clear the checkbox. 

3. Mark the option to indicate you want the program to Automatically 
create a new table entry or Do not create a new table entry and 
process the record as an exception in the case where a table entry does 
not exist. 

4. Mark Create an output query of Employees that are imported and/or 
Create an output query of Employees that are updated if you want 
either or both of these actions to occur. 
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5. Click Next. The File Format tab appears. 



On the File Format tab, you select options according to the format of the 
import document. 

6. Enter the name and location of the import file in the File name field or 
click [777] to search for the file. 

7. Mark Import file does not contain field names. Select field names in 
Step 3. This and the following option selections reflect the conditions 
established in the scenario. Because the import includes an account 
distribution, it can only be imported using this option. You can select 
either Fields are Separated by Characters or Fields have Fixed Widths 

and the Record is_characters wide. This procedure uses the Fields 

are Separated by Characters option. Both of these import formats are 
described in the Import Parameter Files section of this chapter. 

8. Mark Fields are Separated by Characters and select a separator and 
text qualifier. Select Comma as a separator and {None} as a Text 
qualifier. 
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9. Click Next. The Fields tab appears. 



On the Fields tab, you select the fields contained in the import document 
and arrange them in the order they appear in that document. 

10. In the top Use field, select Employee ID. 

11. In the lower Use field, select Batch number. 

The Use field selections are determined by the fields included in the 
import file. 

12. In the Time Sheet fields box, open the Time Sheet folder and move 

Batch number, Employee ID, Date, Hours/units, Pay type into the 
Import these time sheet fields box. 

13. Open the Account Distribution folder and move Account Distribution 
to the Import these time sheet fields box. 


3^6 You must arrange the 
^ selected import fields 
in the same order as the 
information in the import 
fde. Use Up and Down to 
move each field to the 
proper position. 
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The Account Distribution Import Parameters screen appears. 



3PS You must arrange the 
^ selected import fields 
in the same order as the 
information in the import 
file. Use Up and Down to 
move each field to the 
proper position. 


Move the Account No., Department, and Percent fields from the All 
account distribution fields box to the Import these account 
distribution fields box. 


14. Click OK to return to the Fields tab. 

15. Click View Data. The View Import Data screen appears. 



You can review the import record in formation here before importing. 
Click Close to return to the Fields tab. As you review the import 
information, be sure that the headings reflect the values in each colu mn. 
Changes can be made to the heading order by returning to the Fields tab. 
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16. Click Next. The Summary tab appears. 



The import parameter file settings are displayed for review on the 
Summary tab. You can return to any tab to make necessary changes 
before importing. 

17. Click Import Now. The Save Import As screen appears. 
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You can select to Save and Import or Import without Saving. Since this 
parameter will be used every workday, enter a Name and Description and 
click Save and Import. The import is completed and the following 
screen appears. 



Import Parameter Files 


/^\To quickly open a new 
a»iL<#or existing parameter 
file, use the New and Open 
toolbar buttons. 


Each parameter file includes a series of tabs. When the folder of an import type is 
highlighted, both Add a new and any saved import parameter files of that type 
appear in the right box. You can create a new parameter file by highlighting the 
record type and selecting File, New or double clicking the Add a new icon. 

There are three ways to open an existing parameter file: 

• Double click the parameter file icon in the right box of the main screen. 

• Highlight the parameter file and select File, Open. 

• Right click the icon to access the shortcut menu and select Open. 

From the parameter file, click View Data to access the browse screen and review 
the contents of the import file. This button is available when you select a file 
name. 

Clicking Import Now begins the import process. For new parameters, this button 
is only available on the last screen. 

The Import wizard must be completed sequentially. When defining new 
parameters, the tabs appear as you complete a screen and click Next. When you 
open a new parameter file, only the Options tab is present. Click Next to reveal 
the File Format tab. Click Next again to reveal subsequent tabs. 

A saved parameter file has all available tabs displayed, based on the type of 
import. 

The program supports four different import file formats: 

• Import file without field names — Separated 

• Import file without field names — Fixed Width 

• Import file contains header record 
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• Import file has header record 

Import File Without Field Names- 
Separated 

Creating an import file without field names is probably the easiest of the four 
types to accomplish. Even though you are not required to create a header or define 
field or record lengths, the procedure still requires the import document and 
parameter file formats match. The import parameter file is established to reflect 
the format of the import document. This format is the same as the one used in the 
Importing Time Sheets scenario described at the beginning of this chapter. 

The fields you want to import are selected and arranged on the Fields tab. The 
order of the import fields on the Fields tab must match the arrangement of field 
values in the import file. On the File Format tab, you select a separator and text 
qualifier. The separator is used in the import file as a break between import fields. 
The text qualifier identifies the actual field value to be imported. 

The fields you select to import, in the order they are listed on the Fields tab, with 
the separators and text qualifiers you select on the File Format tab, determine the 
required format of record information in the import document. 

^ Creating an import file without field names - Separated 

1. From Import, open the Payroll folder on the left. Highlight the record 
type for which you are importing information. The parameter files appear 
at right. 

2. On the left, highlight the desired record type and select File, New or 
double click the Add a new <record type> Import icon on the right. For 
the purpose of explaining the procedure, we will use an Employee record; 
however, the procedure is similar for each record type. 
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The Options tab appears. 



335 If you mark Overwrite 
^ existing <type> 
records, all records in the 
import must contain a record 
identifier. Clear this 
checkbox when only 
creating new records. You 
can select both options at the 
same time; however, we 
recommend that you 
perform only one of these 
operations in each import. 


Required fields vary 
according to program 
configuration and the action 
you are performing. The 
required fields for creating a 
new record differ from those 
for updating an existing 
record. 


3. Mark the checkboxes if you want to Create new Employee records 
(import information) and/or Overwrite existing Employee records 
(update information). 

4. Mark the option to indicate you want the program to Automatically 
create a new table entry or Do not create a new table entry and 
process the record as an exception in the case where a table entry does 
not exist. 

5. Mark the Validate Employee data without performing an import 

checkbox if you want the program to validate employee data without 
performing an import to examine the data in the import file and ensure its 
compatibility with the import process. 

6. Mark the Create an output query of Employees that are imported 

checkbox if you want to create a query of records that are imported. 

7. Mark the Create an output query of Employees that are updated 

checkbox if you want to create a query of records that are updated. 

8. Mark the Create a control report checkbox if you want to create a 
control report of all the import process, once it takes place. When marked, 
you have the option to Include exception detail. 

Mark this option to have detail information about any import exceptions 
that appear on the control report. 
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9. Click Next. The File Format tab appears. 



10. Enter the file path and name or click [T77] to locate and select the file to 
import. Import files must be formatted as *.txt, *.csv, or *.prn files. 

11. In the Import File Format frame, mark Import file does not contain 
field names. Select field names in Step 3. 

12. Mark Fields are Separated by Characters. Mark the checkbox for those 
characters you want to use as field separators in the import document. If 
you mark Other, enter the character. 

13. In the Text qualifier field, select Quotation, Apostrophe, {Custom}, or 
{None}. If you select {Custom}, enter the qualifier of your choice. The 
Text qualifier is used in the import document to identify the field text to 
be imported. 

Example #1: Select Semicolon as a separator and Quotation as a Text 
qualifier on the File Format tab. On the Fields tab, move Employee ID, 
First Name, and Last Name to the Import these employee fields box. 
With these selections the import document would have to be formatted as 
follows to complete a successful import: 

“23”;”John”;”Smith” 


3^5 Import files must be 
^ formatted as *.txt, 
*.csv, or *.pm files. 


SK You must format the 
import document using 
the separator and text 
qualifier you select here. 
You must also arrange the 
import values to correspond 
with the order of the field 
names on the Fields tab. 
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14. Click Next. The Fields tab appears. 



15. Select to use either Employee ID or Employee Import ID, to match 
records. Select the fields you want to import in the order in which they 
appear in the import file. To select a field, highlight the field in the 
Employee fields box and use the arrow buttons to move the field to the 
Import these employee fields box. Highlight a field and click Browse to 
view a complete listing of current field values in your database. 

If you select the Account Distribution field, the following screen appears. 
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16. In the Repeat these fields_times per line in the import file, enter or 

scroll to the number of accounts to which you are distributing. This 
number determines how many times the fields you select in the next step 
are repeated in the import. 

17. Move the fields necessary to properly distribute the import. Refer to the 
Import Field Codes section of this chapter for minimum requirements. 
Fields must be arranged in the order in which they appear in the import. 

18. Click OK to return to the Fields tab. 

19. Click Next. The Summary tab appears. 


Repeat the distribution 
fields for each account 
to which you distribute an 
imported amount. 



Review the import parameters to determine if the import is set up 
correctly. 















20. Click View Data to view the import information from the specified 
import file. 

This is the Employee information in CAMy Documents\lmport\FY_EMP_W-0_FN.txt: 



21. Verify the inform a tion is correct and click Close to return to the Summary 
tab. You can click View Data from any tab after you select or enter an 
import File name on the File Format tab. 

22. You can also click Find on the View Import Data screen to locate a 
specific field value in the data display. The following screen appears. 



Select the Field for which you want to locate a value. 

In the Find what field, enter the value you want to locate and click Find 
First. If this value is in multiple fields, click Find Next until the desired 
record is located. 

Click Close to return to the View Import Data screen. 

At this point you can click either Save or Import Now. 

You can now click either Save or Import Now. 

23. Click Save to save the import parameter file. The Save Import As screen 
appears. 

24. Enter a Name and Description for the import file. Use this option to save 
your parameter file for later use. 

25. Mark the checkboxes if you want to allow others to run and/or modify this 
import. 
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26. Click Save to return to the Summary tab. 

27. Click Import Now to begin the import process. 
The following screen appears. 



28. Enter a Name and Description for the parameter file. 

29. Mark the checkboxes if you want to allow others to run and/or modify this 
import. 

30. Click Save and Import or Import without Saving. 

The import is completed and the following screen appears. 



Import File Without Field Names- Fixed 
Width 


You must have an import document formatted and ready to import to begin this 
procedure. Review the information in this section and create a sample import 
document to test your import file content requirements. Start with a simple record 
and expand until you have a usable parameter file established. Remember to allow 
a sufficient number of characters for fields with variable size values, such as a 
name or address field. Use the spacebar to fill unused characters with spaces. 


/% The Fixed Width 
import does not use 
separators or text qualifiers. 
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If you mark Overwrite 
existing <type> 
records, all records in the 
import must contain a record 
identifier. Clear this 
checkbox when only 
creating new records. You 
can select both options at the 
same time; however, we 
recommend that you 
perform only one of these 
operations in each import. 


When you import using the fixed width format, you must select and order the 
import fields. You must also assign each record a set number of characters. This 
type of import does not use separators or text qualifiers. It differentiates the fields 
of a record by location in a character stream of established proportions. An import 
record consists of the individual fields pertaining to a specific record in your 
database. You decide the number of characters in a record. An import document 
can contain one or many records. 

^ Creating an import file without field names - Fixed Width 

1. From Import, open the Payroll folder on the left. Highlight the record 
type for which you are importing information. The parameter files appear 
at right. 

2. On the left, highlight the desired record type and select File, New or 
double click the Add a new (Record type) Import icon on the right. 

For the purpose of explaining the procedure, we will use an Employee 
record; however, the procedure is the similar for each record type. 

The Options tab appears. 



3. On the Options tab, mark Create new <record type> records (import 
information) and/or Overwrite existing <record type> records 
(update information). 

4. Mark the option to indicate you want the program to Automatically 
create a new table entry or Do not create a new table entry and 
process the record as an exception in the case where a table entry does 
not exist. 

5. Mark the Validate Employee data without performing an import 

checkbox if you want the program to validate employee data without 
performing an import to examine the data in the import file and ensure its 
compatibility with the import process. 
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6. Mark the Create an output query of Employees that are imported 

checkbox if you want to create a query of records that are imported. 

7. Mark the Create an output query of Employees that are updated 

checkbox if you want to create a query of records that are updated. 

8. Mark the Create control report checkbox if you want to create a control 
report of all the import process, once it takes place. When marked, you 
have the option to Include exception detail. 

Mark this option to have detail information about any import exceptions 
that appear on the control report. 

9. Click Next. The File Format tab appears. 



10. Enter the file path and name or click [TT7] to locate and select the file. 
Import files must be formatted as *.txt, *.csv, or *.prn files. 

11. Mark Import file does not contain field names. Select field names in 
Step 3. 

Mark Fields have fixed widths and the Record is_characters wide 

and enter the number of characters. This number represents the total 
number of characters in an import record. 

Example: On the File Format tab, select the Fields have fixed widths 

and the Record is_characters wide option. Enter 18 in the number 

field to import new employee records with 8 characters in the Last Name 
field, 8 in First Name, and 2 in Employee ID. On the Fields tab, move 
Last Name, First Name, and Employee ID to the Import these student 
fields box. With these selections, the import document has to be formatted 
as follows to complete a successful import: 

Smith John 23Jones Bill 28 


Required fields vary 
according to program 
configuration and the action 
you are performing. The 
required fields for creating a 
new record differ from those 
for updating an existing 
record. 


3QE Import files must be 
^ formatted as *.txt, 
*.csv, or *.pm files. 
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Notice that there are no spaces between the end of one record and the 
beginning of the next. 

12. Click Next. The Fields tab appears. 



The identifier you 
select to match records 
must be one of the fields 
contained in the import 
document. 


13. Select the fields to import and the order in which they appear in the 
import file. Select Employee ID or Employee Import ID as a record 
identifier to match records in the import with records in Payroll. 

If you select the Account Distribution field, the following screen appears. 



14. In the Repeat these fields_times per line in the import file, enter or 

scroll to the number of accounts to which you are distributing. The fields 
you select in the next step are duplicated this number of times in the 
import. 
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15. Move the fields necessary to properly distribute the import. Refer to the 
Import Field Codes section of this chapter for minimum requirements. 
Fields must be arranged in the order in which they appear in the import. 

16. Click OK to return to the Fields tab. 

17. Click Next. The File Layout tab appears. 



18. For each Field, enter the field Width as displayed in the Import Record 
Display. 


fjpsi Click in the last space 
&I*of each field value 
displayed in the Import 
Record Display to 
automatically insert the field 
length in the Width column 
of the Field Definition grid. 


Avoid leaving empty 
spaces at the end of the 
last field. You can avoid 
empty spaces by placing a 
field with a constant number 
of characters at the end of 
the record (such as 
Employee ID). 
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19. Click Next. The Summary tab appears. 



20. Check the summary information to ensure import parameters and 
information are set up properly. 

21. Click View Data to view the import information from the specified 
import file. 


This is the Employee information in CAMy DocumentsMmport\PY_FW_lmport.txl 





22. Verify the inform a tion is correct and click Close to return to the Summary 
tab. You can click View Data from any tab after you select or enter an 
import File name on the File Format tab. 






























23. You can also click Find on the View Import Data screen to locate a 
specific field value in the data display. The following screen appears. 



Select the Field for which you want to locate a value. 

In the Find what field, enter the value you want to locate and click Find 
First. If this value is in multiple fields, click Find Next until the desired 
record is located. 

Click Close to return to the View Import Data screen. 

At this point you can click either Save or Import Now. 

24. Click Save to save the import parameter file. The Save Import As screen 
appears. 

25. Enter a Name and Description for the import file. Use this option to save 
your parameter file for later use. 

26. Mark the option checkboxes if you want to allow others to run and/or 
modify this import. 

27. Click Save to return to the Summary tab. 

28. Click Import Now to begin the import process. 

The following screen appears. 



29. Enter a Name and Description for the parameter file. 

30. Mark the checkboxes if you want to allow others to run and/or modify 
this import. 

31. Click Save and Import or Import without Saving. 


























The import is completed and the following screen appears. 



Import File Containing a Header Record 

You must have an import document formatted and ready to import to begin this 
procedure. Review the information in this section and create a sample import 
document to test your import file content requirements. Start with a simple record 
and expand until you have a usable parameter file established. You cannot import 
records that include an account distribution using this procedure. 

This procedure defines the record fields to which you are importing in a header 
record on the first line of the import document. The header record is the pattern by 
which the program identifies specific record fields in your database. With the 
header record established, you create import records using the same format and 
sequence. Each import record contains field values for one individual or 
organization and must include any required fields. Use the Field Code Names 
beginning on page page 610, with the separators and text qualifiers you define on 
the File Format tab, to create the header record in the import document. 

^ Creating an import file containing a header record 

1. From Import, open the Payroll folder on the left. Highlight the record 
type for which you are importing information. The parameter files appear 
on the right. 

2. On the left, highlight the desired record type and select File, New or 
double click the Add a new (Record type) Import icon on the right. For 
the purpose of explaining the procedure, we will use an Employee record, 
however, the procedure is similar for each record type. 














Import 



The Options tab appears. 



3. Mark the checkboxes if you want to Create new Employee records 
(import information) and/or Overwrite existing Employee records 
(update information) 

4. Mark the option to indicate you want the program to Automatically 
create a new table entry or Do not create a new table entry and 
process the record as an exception in the case where a table entry does 
not exist. 

5. Mark the Validate Employee data without performing an import 

checkbox if you want the program to validate employee data without 
performing an import. Mark this option to exa mi ne the data in the import 
file and ensure its compatibility with the import process. 

6. Mark the Create an output query of Employees that are imported 

checkbox if you want to create a query of successfully imported records. 

7. Mark the Create an output query of Employees that are updated 

checkbox if you want to create a query of successfully updated records. 

8. Mark the Create a control report checkbox if you want to create a 
control report of the import process once it takes place. When marked, 
you have the option to include exception detail. 

Mark this option to have detail information about any import exceptions 
that appear on the control report. 


If you mark Overwrite 
^ existing <type> 
records, all records in the 
import must contain a record 
identifier. Clear this 
checkbox when only 
creating new records. You 
can select both options at the 
same time; however we 
recommend that you 
perform only one of these 
operations in each import. 

Required fields vary 

according to program 
configuration and the action 
you are performing. The 
required fields for creating a 
new record differ from those 
for updating an existing 
record. 
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r& The separator and text 
"C*/ qualifier separate and 
define the field values in the 
import document that import 
into your Payroll record 
fields. 


/A You create the header 
line using field codes 
that corresponding to the 
record fields for which you 
want to import values. Refer 
to the Field Code Names 
chart on page page 610 for a 
complete listing of import 
field codes. 


9. Click Next. The File Format tab appears. 



10. Enter the file path and name or click [777] to locate and select the file. 
Import files must be formatted as *.txt, *.csv, or *.prn files. 

11. In the Import File Format frame, select Field names are on the first 
line of the import file. 

12. In the Fields are Separated by Characters frame, mark the checkbox for 
those characters you want to use as a separator. If you select Other, enter 
the character. 

13. In the Text qualifier field, select from Quotation, Apostrophe, 
{Custom}, or {None}. If you select {Custom}, enter the qualifier of your 
choice. 

Example: Select Semicolon as a separator and Quotation as a Text 
qualifier on the File Format tab. To import employee ID, First name, and 
Last name, enter the following header on the first line of the import 
document: 

“EMPLOYEEID”; ’’FIRSTNAME”; ’’LASTNAME” 

Below that, enter each employee’s information using the same separator 
and qualifier as follows: 

“23”; “John”; “Smith” 

Notice that each separator is followed by a space, both in the header and 
in the import record. The program requires these spaces to properly 
identify each field. 

If you select to include an Account Distribution in the import, add the 
selected fields to the end of the header and each record. To distribute an 
amount to two different accounts, add the following to the end of the 
header record: 
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“ACCTACCOUNTNO.”; “ACCTPERCENT”; 
“ACCTACCOUNTNO.”; “ACCT PERCENT” 

Notice that the import field names are duplicated once for each 
distribution. To further distribute the import, repeat the field names in the 
same order for each additional distribution. 

In each import record, add the distribution information in the same order. 
The following sample of the Account Distribution portion of an import 
record shows $1000 distributed evenly between two GL accounts. 

“01-54010-10”; “50”; “01-54030-15”; “50” 

This format also applies to importing Attendance Types. 

14. Click Next. The Fields tab appears. 



The Import these employee fields box displays the fields defined on the 
first line of the import document. 

15. Select Employee or Employee Import ID as a record identifier to match 
records in the import with records in Payroll. 


§ 


The total distribution 
must equal 100 percent. 


If no fields display in 
the Import these 
employee fields box, it is 
most likely that your import 
document is not formatted 
properly. 


The identifier you 
select to match records 
must be one of the fields 
contained in the import 
document. 
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16. Click Next. The Summary screen appears. 



View the import parameters to determine if the import is set up correctly. 
17. Click View Data to examine the import data. 

The View Import Data screen appears. 


This is the Employee information in CAMy Documents\lmport\FY_EMP_W-0_FN.txt: 



Notice that the grid colu mns correspond to the import field name 
Description listed on the Fields tab. You can click View Data from any 
tab after you select or enter an import File name on the File Format tab. 


























18. Verify the information is correct and click Close to return to the Summary 
tab. You can click View Data from any tab after an import file has been 
selected. 

19. You can also click Find on the View Import Data screen to locate a 
specific field value in the data display. The following screen appears. 



Select the Field for which you want to locate a value. 

In the Find what field, enter the value you want to locate and click Find 
First. If this value is in multiple fields, click Find Next until the desired 
record is located. 

Click Close to return to the View Import Data screen. 

At this point you can click either Save or Import Now. 

You can now click either Save or Import Now. 

20. Click Save to save the import parameter file. The Save Import As screen 
appears. 

21. Enter a Name and Description for the parameter file. Use this option to 
save your parameter file for later use. 

22. Mark the checkboxes if you want to allow others to run and/or modify this 
import. 

23. Click Save to return to the Summary tab 

24. Click Import Now to begin the import process. 

The following screen appears. 



25. Enter a Name and Description for the parameter file. 

26. Mark the checkboxes if you want to allow others to run and/or modify this 
import. 

27. Click Save and Import or Import without Saving. 
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The import is completed and the following screen appears. 



Import File With a Separate Header 
Record 

You must have an import document formatted and ready to import to begin this 
procedure. Review the information in this section and create a sample import 
document to test your import file content requirements. Start with a simple record 
and expand until you have a usable parameter file established. 

This procedure defines the record fields to which you are importing in a header 
record located in a separate file from the import document. The header record is 
the pattern by which the program identifies specific record fields in your database. 
You format die header and import records just as in the previous procedure except 
the header record is located in a separate file. Use the field code names on page 
page 610 with the separators you define on the File Format tab to format the 
header record and import document. 

^ Creating an import file with a separate header record 

1. From Import, open the Payroll folder on the left. Highlight the record 
type for which you are importing information. The parameter files appear 
on the right. 

2. On the left, highlight the desired record type and select File, New or 
double click the Add a new (Record type) Import icon on the right. For 
the purpose of explaining the procedure we use an Employee record; 
however, the procedure is similar for each record type. 














Import 


The Options tab appears. 



3. Mark the checkboxes if you want to Create new Employee records 
(import information) and/or Overwrite existing Employee records 
(update information). 

4. Mark the option to indicate you want the program to Automatically 
create a new table entry or Do not create a new table entry and 
process the record as an exception in the case where a table entry does 
not exist. 

5. Mark the option to indicate you want the program to Automatically 
create a new table entry or Do not create a new table entry and 
process the record as an exception in the case where a table entry does 
not exist. 

6. Mark the Validate Employee data without performing an import 

checkbox if you want the program to validate employee data without 
performing an import to examine the data in the import file and ensure its 
compatibility with the import process. 

7. Mark the Create an output query of Employees that are imported 

checkbox if you want to create a query of records that are imported. 

8. Mark the Create an output query of Employees that are updated 

checkbox if you want to create a query of records that are updated. 

9. Mark the Create a control report checkbox if you want to create a 
control report of all the import process, once it takes place. When marked, 
you have the option to Include exception detail. Mark this option to have 
detail information about any import exceptions that appear on the control 
report. 


33S If you mark Overwrite 
’®' existing <type> 
records, all records in the 
import must contain a record 
identifier. Clear this 
checkbox when only 
creating new records. You 
can select both options at the 
same time; however, we 
recommend that you 
perform only one of these 
operations in each import. 


Required fields vary 
according to program 
configuration and the action 
you are performing. The 
required fields for creating a 
new record differ from those 
for updating an existing 
record. 
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3^5 The file containing the 
^ header must be of the 
same format as the import 
file. On the Select a Header 
File screen, the Files of type 
field defaults to Header Files 
(*.hdr). To view other file 
types select All Files (*.*). 


r& The separator and text 
"C*/ qualifier separate and 
define the field values in the 
import document that are 
imported into your Payroll 
record fields. 


You create the header 
line using field codes 
that corresponding to the 
record fields for which you 
want to import values. Refer 
to the Field Code Names 
chart on page page 610 for a 
complete listing of import 


field codes. 


10. Click Next. The File Format tab appears. 



11. Enter the file path and name or click [T77] to locate and select the import 
file. Import files must be formatted as *.txt, *.csv, or *.prn files. 

12. In the Import File Format frame, select Field names are in a separate 
file and select the file and enter the file. The file containing the header 
should be of the same format as the import file. On the Select a Header 
File screen, the Files of type filed defaults to Header Files (*.hdr). To 
view other file types select All Files (*.*). 

13. In the Fields are Separated by Characters frame. Mark the checkbox 
for those characters you want to use as a separator. If you select Other, 
enter the character. 

14. In the Text qualifier field, select from Quotation, Apostrophe, 
{Custom}, or {None}. If you select {Custom}, enter the qualifier of your 
choice. 

Example: Select Semicolon as a separator and Quotation as a Text 
qualifier on the File Format tab. To import employee ID, First name, and 
Last name, enter the following header on the first line of the header 
document: 

“EMPLOYEEID”; ’’FIRSTNAME”; ’’LASTNAME” 

In the import record document, enter each employee’s information using 
the same separator and qualifier as follows: 

“23”; ’’John”; ’’Smith” 

Notice that each separator is followed by a space, both in the header and 
in the import record. The program requires these spaces to properly 
identify each field. 
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If you select to include an Account Distribution in the import, add the 
selected fields to the end of the header and each record. To distribute an 
amount to two different accounts, add the following to the end of the 
header record: 

“ACCTACCOUNTNO.”; “ACCTPERCENT”; 

“ACCTACCOUNTNO.”; “ACCT PERCENT” 

Notice that the import field names are duplicated once for each The total distribution 

distribution. To further distribute the import, repeat the field names in the ^ must equal 100 percent, 

same order for each additional distribution. 

In each import record, add the distribution information in the same order. 

The following sample of the Account Distribution portion of an import 
record shows $1000 distributed evenly between two GL accounts. 

“01-54010-10”; “50”; “01-54030-15”; “50” 

This format also applies to importing Attendance Types. 

15. Click View Data to examine the import data. 

The import is completed and the following screen appears. 



Viewing an Import Data File 

Using View Data, you can verify the contents of an import data file after 
importing it to Payroll for Windows. This is an efficient way to ensure your 
import was successful and the correct information was imported to Payroll. 

^ Viewing an import data file 

1. From Import, open the Payroll folder on the left side of the screen. 
Highlight the import type and select File, New from the menu. The 
Import <record type> screen appears. 

2. Click Next to view the File Format tab. Enter the File name or click [TT7] 
to find the import file. 
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3. Click View Data to view the import information from the specified 
import file. 

Required Import Fields 

This section provides a listing of the import fields required for each type of 
import. The required fields for each record type are listed separately for easy 
reference. Import requirements are determined by the type of record for which 
you are importing data. The import process works with most any combination of 
import fields that you select; however, unless the required fields are imported, the 
program will not create or update your records. 

You can use imported information to create new records or update existing 
records. The required fields for these two functions are normally very different. 
Because of these differences we recommend that you perform these two functions 
in separate imports. When you are creating a new record, you must import the 
fields required to create and save a record as if you are doing so from your own 
computer terminal. To update an existing record, all that is normally required is 
the record Import ID or a user-defined ID and the fields you desire to update. 

The Import ID for a particular record can be identified by opening the record and 
selecting File, Properties. The user-defined ID is the Employee ID, Other Pay 
ID, Red/Ded ID, Plan ID, Attendance ID, Event ID, Flex Plan ID, or Batch 
Number. 

The following are minimum requirements for importing information into Payroll. 

Employee 

The following fields are required to create a new employee record: 

Last name 
Bank account 
Payments 
Hours 

Home department 
Pay frequency 
Employee ID 

Federal withholding status 

If you are updating existing records, one of the following fields must be included 
in the import record: 

Employee Import ID 

Other Pay 

The following fields are required to create a new other pay in an employee record: 

Employee ID or Employee Import ID 

Account Distribution 

Department 

Other pay ID 

Other pay type 

Amount per period (required when Other pay type is Unlimited or 
Amount per period) 





Total amount (required when Other pay type is Amount per period) 
Number of periods (required when Other pay type is Amount per period) 
Rate per hour (required when Other pay type is Hourly other pay) 

Number of hours (required when Other pay type is Hourly other pay or 
Percentage of regular pay) 

Percentage (required when Other pay type is Percentage of regular pay) 
When updating an existing other pay record you must include: 

Other Pay Import ID 

Reduction/Deduction 

The following fields are required to create a new reduction/deduction in an 
employee record: 

Employee ID or Employee Import ID 

Account Distribution 

Department 

Red/Ded ID 

Red/Ded type 

Amount per period (required when Red/Ded type is Fixed Amount or 
Amount per period) 

Total amount (required when Red/Ded type is Amount per period) 
Number of periods (required when Red/Ded type is Amount per period) 

Percentage (required when Red/Ded type is Percentage of gross or 
Percentage of net) 

One of the following fields are also required if the Red/Ded type is Percentage of 
gross. 

Include other pay in gross 
Include overtime pay in gross 
Include regular pay in gross 
Include special pay in gross 

The following fields are also required if the Red/Ded ID is a Flex Plan defined in 
Configuration. 

Plan start date 
Plan end date 
Employee eligibility date 

Cutoff date (must be on or after the Plan end date) 

When updating an existing reduction/deduction record you must include: 

Red/Ded Import ID 
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Attendance Plans 


The employee record 
must have a Start date 
entered on the Biol tab 
before an attendance plan 
can be added. 


The following fields are required to create a new attendance plan in an employee 
record: 

Employee ID or Employee Import ID 
Effective date 
Plan ID 

When updating an existing action you must include: 

Attendance Plan Import ID 

Attendance Records 


The following fields are required to create a new attendance record in an 
employee record: 

Employee ID or Employee Import ID 
Attendance ID 
Start date 
Number of hours 

When updating an existing action you must include: 

Attendance Record Import ID 

Events 


The following fields are required to create a new event in an employee record: 

Employee ID or Employee Import ID 
Event date 
Event ID 

When updating an existing action you must include: 

Event Import ID 

Actions 


The following fields are required to create a new action in an employee record: 

Employee ID or Employee Import ID 
Action date 
Action type 

When updating an existing action you must include: 

Action Import ID 

Flex Plans 


The following fields are required to add a new flex plan disbursement to an 
employee record: 
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Time Sheet Batches 

The following fields are required to create a new time sheet batch: 

Description 
Start date 
End Date 

If you are updating existing records, one of the following fields must be included 
in the import record: 

Batch Import ID 
Batch Number 

Time Sheets 

The following fields are required to add a new time sheet to an employee record: 

Employee ID or Employee Import ID 
Batch Number or Batch Import ID 
Date 
Pay type 

Time in and time out or Hours/units (depending on how the batch is configured 

Account Distribution: 

Account Number 

Department 

Percent 

Notes 

The following fields are required to add a note to an employee record: 

Employee ID or Employee Import ID 
Type 

When updating an existing note you must include: 

Note Import ID 

Attributes 

The following fields are required to add an attribute to an employee record: 

Employee ID or Employee Import ID 
Attribute category 
Attribute description 

When updating an existing attribute you must include: 

Attribute Import ID 
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Field Code Names 


Use the field code names listed below with the separators you define on the File Format tab to format the header 
and import records. 

In order to create or update a record (e.g., employee, action, attendance, etc.), certain required fields must be 
included in the import file. The table below lists each import category and available field names, corresponding 
database field codes, and required fields for creating or updating each record type. 


Field Names 
Employees 

Biographical 
Employee Import ID 

Title 1 
Title 2 
First name 
Middle name 
Last name 
Full name 
Suffix 1 
Suffix 2 

Synchronize full name 
Employee ID 

Nickname 

Current status 

Home department 

Position 

Gender 

SSN 

Marital status 
Birth date 
Start date 
Job level 
Last review 
Last review type 
Next review 
Next review type 
Supervisor 
Ethnicity 
Citizenship 
Terminated 


Field Codes 


Required Fields 


EMPLOYEEIMPORTID Required (Employee ID or 

Employee Import ID) 

TITLEl 

TITLE2 

FIRSTNAME 

MIDDLENAME 

LASTNAME Required 

FULLNAME Required 

SUFFIXl 
SUFFIX2 

SYNCHRONIZEFULLNAME 

EMPLOYEE® Required (Employee ID or 

Employee Import ID) 

NICKNAME 

CURRENTSTATUS 

HOMEDEPARTMENT Required 

POSITION 

GENDER 

SSN 

MARITALSTATUS 

BIRTHDATE 

STARTDATE 

JOBLEVEL 

LASTREVIEW 

LASTREVIEWTYPE 

NEXTREVIEW 

NEXTREVIEWTYPE 

SUPERVISOR 

ETHNICITY 

CITIZENSHIP 

TERMINATED 
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Field Names 

Termination date 

Reason for termination 

Termination notes 

Salutation 1 

Salutation 2 

Informal salutation 

Formal salutation 

Country 

Address 

City 

State 

Zip 

Synchronize Address 
Phone number 
Phone type 
Wages 
Pay type 
Hourly rate 
Default hours 
Pay frequency 
Payments 
Salary 
Hours 

Number of days 
Valid pay period start date 
Valid pay period end date 
Employee is paid overtime 
Overtime based on 
Overtime hours 
Overtime rate 

Employee is paid special rate 
Special rate based on 
Special rate hours 
Special rate 
Paycheck comment 
Taxes 
Federal 

Federal income tax 
Federal withholding status 


Field Codes Required Fields 

TERMINATIONDATE 

REASONFORTERMINATION 

TERMINATIONNOTES 

S ALUTATION_ 1 

SALUTATION2 

INFORMALSALUTATION 

FORMALSALUTATION 

COUNTRY 

ADDRESS 

CITY 

STATE 

ZIP 

SYNCHRONIZEADDRESS 
PHONENUMBER 
PHONETYPE 

PAYTYPE 
HOURLYRATE 
DEFAULTHOURS 
PAYFREQUENCY 
PAYMENTS 
SALARY 
HOURS 

NUMBEROFDAY S 
VALID PAY PERIOD START DATE 
VALID PAY PERIOD END DATE 
EMPLOYEEISPAIDOVERTIME 
OVERTIMEBASEDON 
OVERTIMEHOURS 
OVERTIMERATE 

EMPLOYEEISPAIDSPECIALRATE 
SPECIALRATEBASEDON 
SPECIALRATEHOURS 
SPECIALRATE 
PAYCHECKCOMMENT 


Required 

Required 


FEDERALINCOMETAX 

FEDERALWITHHOLDINGSTATUS Required 
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Field Names 

Federal exemptions 

Federal withholding adjustment 

Social Security 

Medicare 

FUTA 

Adv. Earned Income Credit 

Both filing EIC 

State 

State tax 

Income tax state 

State withholding status 

Number of exemptions 

Number of dependents 

Withholding adjustment 

Standard allowances 

Additional allowances 

Blind exemptions 

Number of age/blind 

OFLT (Old Fund Liability Tax) 

Insure 

Local 

Is this employee a resident 
Local tax 
Local tax ID 
Number of exemptions 
State 

Withholding adjustment 
Withholding status 
State Labor 
Labor tax state 
Risk class 

Worker's Compensation 

SUTA 

SDI 

Resident of Maryland 
Maryland exemptions 
MSC 

W2 Information 


Field Codes Required Fields 

FEDERALEXEMPTION S 
FEDERAL_WITHHOLDING_ 

ADJUSTMENT 
SOCIALSECURITY 
MEDICARE 
FUTA 

ADV.EARNEDINCOMECREDIT 
BOTHFILINGEIC 

STATETAX 
INCOMETAXSTATE 
STATEWITHHOLDINGSTATUS 
NUMBEROFEXEMPTIONS 
NUMBEROFDEPENDENTS 
WITHHOLDINGADJUSTMENT 
STANDARDALLOWANCE 
ADDITIONALALLOWANCE 
BLINDEXEMPTION S 
NUMBEROFAGE/BLIND 
OFLT 
INSURE 

ISTHISEMPLOYEEARESIDENT 
LOCALTAX 
LOCALTAXID 
NUMBEROFEXEMPTIONS 
STATE 

WITHHOLDINGADJUSTMENT 
WITHHOLDINGSTATUS 

LABORTAXSTATE 
RISKCLASS 

WORKER’ SCOMPEN S ATION 
SUTA 
SDI 

RESIDENTOFMARYLAND 
MARYLANDEXEMPTION S 
MSC 


Required 

Required 

Required 
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Field Names 

Box 14 description 
Deceased 

Deferred Compensation 
Legal Representative 
Pension Plan 
Statutory 
Contact 
Contact name 
Contact relationship 
Contact address 
Contact notes 
Contact phone type 
Contact phone number 
Alternate contact name 
Alternate contact relationship 

Alternate contact address 
Alternate contact notes 
Alternate contact phone type 
Alternate contact phone number 

Account Distribution (1 to many) 
Bank Account 

Regular Pay Account Distribution 

Account No. 

Percent 
Department 
Project ID 
Comment 

Overtime Pay Account Distribution 

Account No. 

Percent 
Department 
Project ID 
Comment 

Special Pay Account Distribution 

Account No. 

Percent 

Department 


Field Codes Required Fields 

BOX14DESCRIPTION 

DECEASED 

DEFERRED COMPEN S ATION 
LEGALREPRESENTATIVE 
PENSIONPLAN 
STATUTORY 

CONTACTNAME 

CONTACTRELATION SHIP 

CONTACTADDRESS 

CONTACTNOTES 

CONTACTPHONETYPE 

CONTACTPHONENUMBER 

ALTERNATECONTACTNAME 

ALTERNATE_CONTACT_ 

RELATIONSHIP 

ALTERNATECONTACTADDRESS 

ALTERNATECONTACTNOTES 

ALTERNATECONTACTPHONETYPE 

ALTERNATE_CONTACT_PHONE_ 

NUMBER 

BANKACCOUNT 

REGULARPAY_ACCT_ACCOUNT_ NO. 
REGULARPAYACCTPERCENT 
REGULARPAYACCTDEPARTMENT 
REGULARPAY ACCT PROJECT ID 
REGULARPAYACCTCOMMENT 

OVERTIMEPAYACCTACCOUNTNO. 

OVERTIMEPAYACCTPERCENT 

OVERTIMEPAYACCTDEPARTMENT 

OVERTIMEPAYACCTPROJECTID 

OVERTIMEPAYACCTCOMMENT 

SPECIALPAY_ACCT_ACCOUNT_ NO. 

SPECIALPAYACCTPERCENT 

SPECIALPAYACCTDEPARTMENT 
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Field Names 

Project ID 
Comment 
EFT 
EFT 

EFT Import ID 
Employee ID 

Employee Import ID 

EFT Status 
EFT Account Type 
EFT cycle 
EFT Amount 
EFT Percentage 
Account Type 
Account Number 
Routing Number 
Discretionary Code 
Bank Name 
Bank Contact 
Bank address 
Bank Phone 
EFT Account Notes 


Other Pays 

Other Pay 
Other pay import ID 
Employee ID 

Employee Import ID 

Other pay ID 
Other pay type 
Amount per period 

Total amount 
Number of periods 


Field Codes Required Fields 

SPECIALPAY ACCT PROJECT ID 
SPECIALPAYACCTCOMMENT 


EFTIMPORTID 

EMPLOYEEID 

EMPLOYEEIMPORTID 

EFTSTATUS 

EFTACCOUNTTYPE 

EFTCYCLE 

EFTAMOUNT 

EFTPERCENTAGE 

ACCOUNTTYPE 

ACCOUNTNUMBER 

ROUTINGNUMBER 

DISCRETIONARYCODE 

BANK_NAME 

BANKCONTACT 

BANK ADDRESS 

BANKPHONE 

EFTACCOUNTNOTES 


OTHER PAY IMPORT ID 
EMPLOYEEID 

EMPLOYEEIMPORTID 

OTHER PAY ID 

OTHERPAYTYPE 

AMOUNTPERPERIOD 

TOTALAMOUNT 
NUMPER OF PERIODS 


Required when updating 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 


Required 


Required 

Required 


Required 


Required when updating 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 

Required 

Required 

Required when Other Pay type is 
"Unlimited" or "Amount per 
period". 

Required when Other Pay type is 
"Amount per period". 

Required when Other Pay type is 
"Amount per period". 




Import 


Field Names 

Rate per hour 

Number of hours 

Percentage 

Notes 

Account Distribution (1 to many) 
Debit Account Distribution 

Account # 

Percent 
Hours 
Department 
Project ID 
Comment 

Credit Account Distribution 

Account # 

Percent 
Hours 
Department 
Project ID 
Comment 
Red/Deds 
Red/Ded 

Red/Ded import ID 
Employee ID 

Employee Import ID 

Red/DedID 
Red/Ded type 
Amount per period 

Total amount 
Number of periods 
Percentage 


Field Codes 

RATE PER HOUR 

NUMBEROFHOURS 

PERCENTAGE 

NOTES 


DEBITACCTACCOUNTNO. 

DEBITACCTPERCENT 

DEBITACCTHOURS 

DEBITACCTDEPARTMENT 

DEBIT ACCT PROJECT ID 

DEBITACCTCOMMENT 

CREDITACCTACCOUNTNO. 

CREDITACCTPERCENT 

CREDITACCTHOURS 

CREDITACCTDEPARTMENT 

CREDIT ACCT PROJECT ID 

CREDITACCTCOMMENT 


RED/DED IMPORT ID 
EMPLOYEEID 

EMPLOYEEIMPORTID 

RED/DED ID 

RED/DEDTYPE 

AMOUNTPERPERIOD 

TOTALAMOUNT 
NUMBER OF PERIODS 
PERCENTAGE 


Required Fields 

Required when Other Pay type is 
"Hourly other pay". 

Required when Other Pay type is 
"Hourly other pay" or "Percentage 
of regular pay". 

Required when Other Pay type is 
"Percentage of regular pay". 


Required when updating 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 

Required 

Required 

Required when Red/Ded type is 
"Fixed amount" or "Amount per 
period". 

Required when Red/Ded type is 
"Amount per period". 

Required when Red/Ded type is 
"Amount per period". 

Required when Red/Ded type is 
"Percentage of gross" or 
"Percentage of net". 


Notes 


NOTES 
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Field Names 

YTD gross minimum amount 
YTD gross maximum amount 
Employee eligibility date 

Cutoff date 

Plan start date 

Plan end date 

Include other pay in gross 
Include overtime pay in gross 
Include regular pay in gross 
Include special pay in gross 
Account Distribution (1 to many) 
Account Distribution 

Account No. 

Percent 
Hours 
Department 
Project ID 
Comment 

Attendance Plans 

Attendance Plan 
Attendance plan import ID 
Employee ID 

Employee Import ID 

Plan ID 

Description (If <User defined> is 
chosen for plan ID) 

Effective date 

Attendance Type (1 to many) 

Attendance Type 

Attendance type 

Initial carryover 

Max carryover 

Max total carryover 

Beginning balance or Accrued per year 


Field Codes 

YTDGROSSMINIMUMAMOUNT 

YTDGROSSMAXIMUMAMOUNT 

EMPLOYEEELIGIBILITYDATE 

CUTOFFDATE 

PLANSTARTDATE 

PLANENDDATE 


ACCTACCOUNTNO. 

ACCTPERCENT 

ACCTHOURS 

ACCTDEPARTMENT 

ACCT PROJECT ID 

ACCTCOMMENT 


ATTEND ANCEPLANIMPORTID 
EMPLOYEEID 

EMPLOYEEIMPORTID 

PLANID 

DESCRIPTION 

EFFECTIVEDATE 


ATTENDANCETYPE 
INITIALC ARRY OVER 
MAXCARRYOVER 
MAXTOTALCARRYOVER 
BEGINNING BALANCE or 
ACCRUED PER YEAR 


Required Fields 

Required when Red/Ded ID is an 
FSP 

Required when Red/Ded ID is an 
FSP 

Required when Red/Ded ID is an 
FSP 

Required when Red/Ded ID is an 
FSP 

See note 
See note 
See note 
See note 


Required when updating 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 

Required 

Required 


INCLUDEOTHERPAYINGROSS 

INCLUDEOVERTIMEPAYINGROSS 

INCLUDEREGULARPAYINGROSS 

INCLUDESPECIALPAYINGROSS 






Field Names 

Maximum Available 
Attendance Records 
Attendance Record 
Attendance Record Import ID 
Employee ID 

Employee Import ID 

Attendance ID 
Start date 
End date 
Number of hours 
Action 
Comment 
Notes 
Attribute 

Attribute category 

Attribute comment 
Attribute date 
Attribute description 

Events 

Event 

Event import ID 
Employee ID 

Employee Import ID 

Event ID 
Event date 
Due date 
Comments 
Notes 

Attribute 

Attribute category 

Attribute comment 
Attribute date 
Attribute description 


Import 



Field Codes Required Fields 

MAXIMUMAVAILABLE 


ATTENDANCE RECORD IMPORT ID 
EMPLOYEEID 

EMPLOYEEIMPORTID 

ATTEND ANCEID 

STARTDATE 

ENDDATE 

NUMBEROFHOURS 

ACTION 

COMMENTS 

NOTES 


Required when updating 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 

Required 

Required 


Required 


ATTRIBUTECATEGORY 

ATTRIBUTECOMMENT 

ATTRIBUTEDATE 

ATTRIBUTEDESCRIPTION 


Required when Attribute is 
selected 


Required when Attribute is 
selected 


EVENTIMPORTID 

EMPLOYEEID 

EMPLOYEEIMPORTID 

EVENTID 

EVENTDATE 

DUEDATE 

COMMENTS 

NOTES 

ATTRIBUTECATEGORY 

ATTRIBUTECOMMENT 

ATTRIBUTEDATE 

ATTRIBUTEDESCRIPTION 


Required when updating 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 

Required 

Required 


Required when Attribute is 
selected 


Required when Attribute is 
selected 
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Field Names 

Field Codes 

Required Fields 

Actions 



Action 



Action import ID 

ACTIONIMPORTID 

Required when updating 

Employee ID 

EMPLOYEE® 

Required (Employee ID or 
Employee Import ID) 

Employee Import ID 

EMPLOYEEIMPORTID 

Required (Employee ID or 
Employee Import ID) 

Action completed 

ACTIONCOMPLETED 


Action date 

ACTIONDATE 

Required 

Action time 

ACTIONTIME 


Action type 

ACTIONTYPE 

Required 

Assigned to 

ASSIGNEDTO 


Auto-remind 

AUTO-REMIND 


Date completed 

DATECOMPLETED 


Description 

DESCRIPTION 


Priority 

PRIORITY 


Status 

STATUS 


Leave reminder to ID 

LEAVEREMINDERTOID 


Reminder emit number 

REMINDERUNITNUMBER 


Reminder unit type 

REMINDERUNITTYPE 


Attribute 



Attribute category 

ATTRIBUTECATEGORY 

Required when Attribute is 
selected 

Attribute comment 

ATTRIBUTECOMMENT 


Attribute date 

ATTRIBUTEDATE 


Attribute description 

ATTRIBUTEDESCRIPTION 

Required when Attribute is 
selected 


Flex 



Flex 



Flex import ID 

FLEXIMPORTID 

Required when updating 

Employee ID 

EMPLOYEE® 

Required (Employee ID or 
Employee Import ID) 

Employee Import ID 

EMPLOYEEIMPORTID 

Required (Employee ID or 
Employee Import ID) 

Flex plan ID 

FLEXPLANID 

Required 

Payment date 

PAYMENTDATE 


Amount 

AMOUNT 

Required 

Comments 

COMMENTS 


Notes 

NOTES 



Time Sheet Batch 
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Field Names 

Time Sheet Batch 
Batch import ID 

Batch number 

Description 
Start date 
End date 
Notes 

Time Sheets 

Time Sheet 
Time sheet import ID 
Batch import ID 

Batch number 

Employee ID 

Employee Import ID 

Date 
Time in 

Time out 

Pay type 
Hours/units 

Rate 

Shift 

Account Distribution (1 to many) 
Account Distribution 

Account No. 

Department 
Percent 
Hours 
Project ID 
Comment 
Note 
Note 

Note Import ID 
Employee ID 


Field Codes 

BATCHIMPORTID 

BATCHNUMBER 

DESCRIPTION 

STARTDATE 

ENDDATE 

NOTES 


TIMESHEETIMPORTID 

BATCHIMPORTID 

BATCHNUMBER 

EMPLOYEEID 

EMPLOYEEIMPORTID 

DATE 

TIMEIN 

TIMEOUT 

PAYTYPE 

HOURS/UNITS 

RATE 

SHIFT 


ACCTACCOUNTNO. 

ACCTDEPARTMENT 

ACCTPERCENT 

ACCTHOURS 

ACCT PROJECT ID 

ACCTCOMMENT 


NOTEIMPORTID 

EMPLOYEEID 


Required Fields 

Required (Batch Import ID or 
Batch Number) 

Required (Batch Import ID or 
Batch Number) 

Required 

Required 

Required 


Required when updating 

Required (Batch Import ID or 
Batch Number) 

Required (Batch Import ID or 
Batch Number) 

Required (Employee ID or 
Employee Import ID) 

Required (Employee ID or 
Employee Import ID) 

Required 

Required when batch is formatted 
in Time in/out. 

Required when batch is formatted 
in Time in/out. 

Required 

Required when Batch is formatted 
in Hours only. 


Required 

Required 


Required when updating 

Required (Employee ID or 
Employee Import ID) 
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Field Names 

Field Codes 

Required Fields 

Employee Import ID 

EMPLOYEEIMPORTID 

Required (Employee ID or 
Employee Import ID) 

Author 

AUTHOR 


Date 

DATE 


Description 

DESCRIPTION 


Type 

TYPE 

Required 

Notes 

NOTES 


Title 

TITLE 


Attributes 



Attribute 



Attribute import ID 

ATTRIBUTEIMPORTID 

Required when updating 

Employee ID 

EMPLOYEE® 

Required (Employee ID or 
Employee Import ID) 

Employee Import ID 

EMPLOYEEIMPORTID 

Required (Employee ID or 
Employee Import ID) 

Attribute category 

ATTRIBUTECATEGORY 

Required 

Attribute comment 

ATTRIBUTECOMMENT 


Attribute date 

ATTRIBUTEDATE 


Attribute description 

ATTRIBUTEDESCRIPTION 

Required 
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Symbols 

* (asterisk) - a wildcard operator used in Global Change. 
Using * as a wildcard tells the program that * can stand for 
any string of characters. For example, when searching for 
someone whose last name is Johnson, but you are not sure 
how to spell it, you want to search for Jo*son or Jo*s?n (if 
you are not sure of the ending). This would return results 
hke Jonson, Jonsen, Johnson, Johnsen, etc. 

< > - information contained between the greater than and 
less than sign is used as an example. The exception occurs 
when you define criteria as punctuation written out 
between the signs, then the greater than/less than signs 
represent the punctuation mark. For example, <hyphen> 
means the hyphen symbol is included. 

% (percent) - found in Query and Export, the percent 
sign can replace a series of characters. For example, if you 
query to find a note written by someone with a last name 
beginning with “John,” you can use the criteria “Author 
Like John%.” The program selects notes with Author 
beginning with “John” (e.g., Johnson, Johnston, Johns, 
and Johnathan-Willis). 

? (question mark) - a wildcard operator used in Global 
Change. Using ? as a wildcard tells the program that ? can 
stand for one character. For example, if you are searching 
for someone whose last name is Johnson, but you are not 
sure if it is spelled with an o or an e at the end, you want to 
search for Johns?n. This would return results like Johnson, 
Johnsen, Johnsan, etc. 

A 

Accounting Queue - Blackbaud’s optional module that is 
used to perform a sequence of tasks that can be executed 
automatically and unattended. 

account number segments - a series of numbers, which 
creates a Blackbaud General Ledger account number. For 
example, 01-11100-00-00. The first number in the series is 
always the fund code. This is followed by user-determined 
segments, which could be the actual account number, 
department code, and/or location code. Account number 
segments are defined in Configuration on the Account 
Number tab. 


Accounts - a Blackbaud module found in General Ledger 
where you add, edit, and delete account records as well as 
enter budget information, organize and maintain your 
Chart of Accounts, and copy a range of accounts from one 
fund to another. 

Accounts Payable - Blackbaud’s comprehensive check 
writing and payment information program. It helps you 
manage your expenses and plan your payment schedule. 

Accounts Receivable - Blackbaud’s comprehensive 
billing and customer information program. It helps you 
manage your receivables and plan your cash flow. Along 
with customer account management, you can use this 
program for billing and payment applications, creating 
invoices, statements, and correspondence, as well as 
producing reports. 

accrual - the accumulation of assets, expenses, liabilities, 
or revenue items whose value has been determined but for 
which no cash has yet been transferred. 

accumulated depreciation - the cumulative amount of all 
depreciation (includes prior years and year-to-date 
depreciation). 

accumulated depreciation account - the account to 
which accumulated depreciation is expensed. It is a contra 
asset account. 

accumulated depreciation journal reference - the 

transaction identification numbers defined on the General 
Ledger tab in Configuration. These transaction numbers 
serve as an identifier for all accumulated depreciation 
when posting to a general ledger. 

ACH - Automated Clearing House. A regional entity that 
electronically processes fund transfers between banks. 

ACH Credit - an electronic funds transfer (EFT) initiated 
by an employer to a designated financial institution for the 
amount of a tax payment. 

ACH Debit - an electronic funds transfer (EFT) in which 
a designated bank, with employer authorization, notifies 
the employer’s bank to transfer funds. 

ACRS (Accelerate Cost Recovery System) - a method 
of depreciation used for assets that were placed in service 
after 1980, but before 1987. 

Add - a Global Change function that adds a value to a 
field. This value can either replace the current value or 
make no changes to the current data, depending on 
whether you mark Overwrite existing value. 

adjustment - a debit or credit added to your bank account 
to bring the account in balance. 
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adjustment type - a category of adjustments, such as 
ATM fees, minimum balance fees, or monthly service 
charges, associated with general ledger debit and credit 
accounts. When you create an adjustment, you first select 
an adjustment type, enter an amount, and then the program 
automatically fills in the corresponding general ledger 
information to create your adjustment. 

Adobe Acrobat Reader - a free download from Adobe 
that allows electronic distribution of formatted documents. 

AFN - Accounting for Nonprofits. 

Alternate ACRS - method of depreciation that uses a 
modified Straight Line depreciation calculation. This 
method should only be used for assets that were placed in 
service after 1980, but before 1987. 

Alternate Depreciation System (ADS) - ADS uses a 
Straight Line depreciation method. The ADS must be used 
for the following: tangible property used outside the 
United States, tax-exempt property, tax-exempt 
bond-financed property, imported property covered by 
executive order, or farming property under some 
circumstances. 

annotate - notes you type to add detail about a specific 
account. This feature is found on the Edit menu in Bank 
Accounts. 

annual wage - the fixed salary paid to an employee over 
the course of a calendar year. 

appendix - supplemental information found after the last 
chapter in a Blackbaud user’s guide that provides detail 
about optional features. 

<Ask> - a criteria operator that allows you to choose the 
field value query criteria at the time you run the query. 
When you run the query, an “Ask at Runtime” wizard 
appears, prompting you to select criteria for any fields 
defined by the <Ask> criteria operator. 

asset - property (tangible or intangible) that has value. 

Assets - a Blackbaud module in Fixed Assets where you 
to create an asset using the Asset Wizard, depreciate assets 
using a variety of schedules, track and calculate 
depreciation, and post and adjust transactions. 

Asset Wizard - a utility in Fixed Assets that collects 
specific information from the user and creates an asset 
record. 

attributes - a reporting tool that lets you group 
information based on a common theme. With attributes 
defined, you can filter information to your specification. 


B 

backup withholding - taxes withheld from an 
individual’s income when the proper Taxpayer 
Identification Number (TIN) can not be identified or when 
required by the Internal Revenue Service. The rate is 
typically 31 percent. 

balance forward - a system configuration that 
automatically applies payments and credits to the total 
balance with the oldest charges paid first. 

Bank Account Reconciliation - a Blackbaud optional 
module designed to provide in-depth details about bank 
activity while balancing bank accounts. Bank Account 
Reconciliation can be added to these Windows programs: 
Accounts Payable, Accounts Receivable, Miscellaneous 
Cash Receipts, Payroll and Student Billing, and it works 
with General Ledgerfor Windows and The Raiser’s Edge 
for Windows. 

Bank Accounts - a shared module contained within 
Blackbaud accounting programs. From the Bank Accounts 
main screen, you initiate procedures for Bank Account 
Reconciliation (if installed) and Check Writer. Bank 
Accounts now contains the functionality for both. 

bank list - a list of all bank accounts added in your 
Blackbaud software. From this list, you can filter the 
account information you want to display, open the bank 
account register, edit the bank account information, add a 
new bank account, or delete a bank account. 

bank summary report - an overview statement of your 
account based on filters you select in the Reports module 
of your main Blackbaud accounting program. This report 
is useful when providing bank information to auditors or 
board members. 

Begins With - a Query and Export criteria operator, 
which selects records with an entry that begins with the 
value you define. For example, if you choose Vendor 
Name Begins With Bel, vendors whose Vendor Name has 
“Bel” at the beginning (Bell, Bellingham, Bellmont, etc.) 
are selected. You can use wildcard characters with this 
operator. 

Between - a Query and Export criteria operator, which 
lets you select a range of entries that records could have in 
order to be selected. For example, if you select Amount is 
Between $50 and $100, the program selects records of 
invoices that fall within this amount range. 

bitmap - a file format for online art. 
biweekly payroll - paid 26 times a year. 
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Blackbaud Systems - a catch-all phrase for main 
Blackbaud programs such as General Ledger, Student 
Billing, Payroll, etc. 

Blank - a Query and Export criteria operator, which 
selects any record with a blank field you define. For 
example, if you choose the criteria Alias is Blank, the 
program selects all records with an empty Alias field. 

Budget Management - a Blackbaud optional module 
used to enhance and expand your budget development 
capabilities within General Ledger. 

button - a picture or word icon appearing on screens and 
toolbars. When clicked, buttons let you perform functions, 
such as saving, without using the menu bar. 

c 

Cash Receipts - a Blackbaud module in which you create 
deposits and add payment and deposit receipts. You can 
also print deposit tickets and receipts. 

cash receipts journal - a set of parameters you define in 
Accounts Receivables to standardize receipt appearance. 

change parameters - criteria you establish to change 
your database globally. 

chart of accounts - a list of revenue and expense sources 
appearing in ascending account number order by category. 
This chart is maintained in General Ledger, Accounts 
module. 

Check Writer - formerly a Blackbaud shared module. Its 
functionality now resides within the Bank Accounts 
module of Accounts Payable and Payroll. 

COBRA - Consolidated Omnibus Budget Reconciliation 
Act of 1985. 

CODA - Cash or Deferred Arrangement. This is a type of 
employee benefit plan, also know as 40IK. 

computer-based training - a self-paced, interactive form 
of multimedia training completed on a computer. Also 
known as CBTs, they can be delivered on a CD-ROM or 
over a network to a student workstation anywhere and at 
any time. Blackbaud CBTs are called Interactive 
Workshops. 

Configuration - a shared module within Blackbaud 
accounting programs. This is where you define program 
settings and create tables that increase efficiency, 
accuracy, and speed data entry. 


consolidation code - a General Ledger code comprised 
of letters or numbers that can be program-generated or 
user-generated. Consolidation codes filter accounts and 
create combinations of multiple regular accounts within 
multiple funds as defined in the Chart of Accounts. They 
are estabhshed in Configuration on the Consolidations tab. 

Consumer Credit Protection Act - a federal law that 
limits the amount of an employee’s wages that may be 
subject to garnishment. 

Contains - a Query and Export operator, which selects 
records that have your defined entry anywhere in the field. 
For example, if you define criteria for Vendor Name 
Contains Z, records with the letter “Z” anywhere in the 
vendor name field are selected. You can use wildcard 
characters with this operator. 

Copy - a Global Change function that places the entire 
value from the source field into a compatible target field. 

credit - an increase in a revenue, net worth, or liability 
account. 

credit hold - a designation you assign to a customer 
record when you do not want orders from the customer to 
be processed without full payment. 

credit limit - a monetary cap you assign to a credit record 
allowing customers to place orders without payment up to 
a certain limit. 

credit memo - an entry that lets you reimburse charges 
previously applied. 

Customers - a Blackbaud module in Accounts 
Receivable where you establish individual records for 
your customers. Each customer record maintains name, 
address, phone and contact information, as well as 
miscellaneous items such as tax, credit, statement, and 
discount information. 


D 

database validation - a procedure that scans and verifies 
the accuracy of your database. The program generates an 
error message if a discrepancy exists. 

debit - an expense or deduction from a revenue, net 
worth, or liability account. 

debit memo - an entry that lets you increase a customer’s 
balance, such as finance charges, membership dues, and 
non-sufficient fund checks. 






^624^^ Glossary 


deduction - an amount subtracted from an employee’s 
gross wages for a designated purpose, such as health 
insurance. 

Delete - a Global Change function that allows you to 
delete all of the values in a specific field. 

directory - the location on a drive where you store the 
names and locations of files. 

documentation - written explanations about program 
functions accompanying Blackbaud software. This can 
include a user’s guide, an online user’s guide, and online 
Help. 

Does Not Begin With - a Query and Export criteria 
operator, which selects records that do not begin with your 
defined entry. For example, if you choose Vendor Name 
Does Not Begin With Bel, vendors whose Vendor Name 
does not have “Bel” at the beginning are selected. You can 
use wildcard characters with this operator. 

Does Not Contain - a Query and Export criteria operator, 
which selects records without your defined entry 
anywhere in the field. For example, if you define criteria 
for Vendor Name Does Not Contain Z, only records 
without a “Z” anywhere in the vendor name field are 
selected. You can use wildcard characters with this 
operator. 

Does Not Equal - a Query and Export criteria operator, 
which selects only the records with entries that do not 
match the defined criteria. For example, if you choose City 
Does Not Equal Charleston, the program selects every 
record that does not have “Charleston” entered as the city. 

dunning letters - automatically generated requests for 
past due payment. You set up these letters in the Mail 
module of Blackbaud programs. 

dynamic query - a query type that auto-matically 
refreshes and updates results each time the query is used, 
providing the most current results. 

E 

EFT - Electronic Funds Transfer. 

EFTPS - Electronic Federal Tax Payment System. 

EIC - Earned Income Credit. 

EIN - Employer Identification Number. The nine-digit 
account number assigned by the IRS for employment tax 
purposes. 


electronic funds transfer (EFT) - a general banking 
system in which transactions, such as deposits and bill 
payments, are made through computer databases and 
electronic files. Money does not physically change hands; 
it transfers electronically from the payer’s account into the 
payee’s account. This is often referred to as EFT or direct 
deposit. Blackbaud's Electronic Funds Transfer module 
adds fields and options to modules in Accounts Payable 
and Payroll. 

electronic reconciliation - a process that lets you 
compare your bank’s Quicken Interchange Format (.QIF) 
with your Blackbaud file and then reconcile your account 
based on matches between the two. 

employee - under the common-law rule, an individual 
who performs services subject to the will and control of an 
employer. 

Employees - a Blackbaud module found in Payroll where 
you enter biographical, wage, and tax information for 
employees as well as track attendance. In addition, this 
program lets you store information concerning an 
employee’s off-site activities, such as attending seminars 
and conferences 

employer - a person or organization for whom a worker 
performs a service as an employee. 

Employer’s Quarterly Federal Tax Return - the name 
of the Form 941 filed quarterly, reconciling the federal 
income tax and the FICA taxes withheld and paid. 

Equals - a Query and Export criteria operator. When you 
choose Equals as your operator, records selected for the 
query must have the exact entry you define. 

Excel - a spreadsheet program by Microsoft. 

exception query - a query that contains all files that could 
not be incorporated into the function (report, etc.) because 
they did not meet all criteria. 

exempt employee - an executive, administrative, 
professional, or outside sales person who is exempt from 
or not subject to the overtime and minimum wage 
provisions of the Fair Labor Standards Act, as amended. 

expense - any cost incurred in the production, selling, and 
distribution of goods and services; expenses are deducted 
from revenues on the income statement to arrive at a net 
income. 

export - to send to another program, such as Microsoft 
Excel. 

Export (module) - see Query and Export module. 
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F 

Family and Medical Leave Act of 1993 (FMLA) - a 

federal law requiring employers with 50 or more 
employees to grant up to 12 weeks of unpaid leave to 
employees for the birth or adoption of a child; the care of a 
seriously ill child, spouse, or parent; or for their own 
serious illness. 

FAS 117 - This stands for Financial Accounting Standard 
No. 117. It is a standard for nonprofit fund accounting 
financial statements as published by the Financial 
Accounting Standards Board. 

fee schedules - a tool to automate the billing process for 
standard fees such as tuition, room and board, and other 
standard tuition related fees. 

FICA - Federal Insurance Contribution Act. 

filters - a search and display feature that lets you control 
the amount of information appearing on grid screens. For 
example, Bank Account Reconciliation filters let you 
display bank account information based on Blackbaud 
program, transaction type, and transaction status. 

FITW - Federal Income Tax Withheld. 

fixed asset - permanent, long-life assets of a business: 
(i.e., land, buildings, equipment, and vehicles). 

Fixed Assets - Blackbaud’s asset management program. 
This program provides everything an organization needs 
to manage its assets, including the ability to enter or 
import asset information, generate depreciation 
transactions automatically following IRS rules, and 
account for and record the disposal of assets. 

flat rate method - a formula used to calculate the federal 
tax due, using the rate of 28 percent. 

Form 4562 Depreciation Summary Report - provides 
summary depreciation information to help prepare IRS 
Form 4562-Depreciation and Amortization. 

fund - a self-balancing set of accounts that represents a 
separate legal entity. Examples of funds include 
unrestricted, restricted, plant, and endowment. Funds must 
be added to General Ledger before you can enter 
accounts. 

fund code - the first segment of an account number when 
General Ledger is configured for fund accounting. 

FUTA - Federal Unemployment Tax Act. 


G 

garnish - to attach, such as money due, from a debtor 
while it is in the hands of a third party. 

garnishee - a person or business served with a 
garnishment. 

garnishment - a court order served on a person or firm as 
the result of a lawsuit to require that employer to withhold 
money from an employee’s pay and disperse according to 
the court’s direction. 

general journal batch - a compiled group of debit and 
credit transactions that you can post to your ledger 
accounts. 

general ledger - the primary ledger, when used with 
subsidiary ledgers containing all balance sheet and income 
statement accounts. The general ledger is used as a central 
reference or index for transaction posting. 

General Ledger - a Blackbaud program designed to 
enhance the efficiency of your general ledger and improve 
the organization of your business office. 

GL interface files - files that enable General Ledger to 
interact with Blackbaud DOS systems and The Raiser’s 
Edge. By creating interface files, you assign the General 
Ledger accounts an alternate account number that other 
programs can recognize. 

Global Change - a shared module within Blackbaud 
programs that allows you to change multiple fields at once 
using various change parameters. 

global change functions - add, replace, partial replace, 
move, swap, delete, increase/decrease, copy. 

Greater Than - a Query and Export operator. If you 
select Greater Than as your operator, you indicate that 
records selected must have a value greater than the one 
you define. 

Greater Than or Equal To - Query and Export operator. 
Selecting Greater Than or Equal To as your operator limits 
the records selected to those that have a value greater than 
or equal to the one you define. 

gross earnings - grand total of all regular, overtime, and 
other compensation paid to an employee before any 
deductions for taxes, etc. 

group - multiple users with the same access rights to a 
Blackbaud program as defined by the Supervisor in the 
program’s Security module. 
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group consolidation management - a procedure in 
General Ledger that makes the association between ledger 
accounts and one or more consohdations easy. 

H 

header accounts - one of three types of entries displayed 
in the General Ledger Chart of Accounts. Header 
accounts are designated by an “H” at the end of the 
account number. They are used for description purposes 
only. Activity cannot be posted to a header account. For 
example, there could be a header account called 
“Investments” followed by a listing of regular accounts, 
which contain investments. 

Help files - a type of online help that lets you access 
information from your computer about the program in 
which you are working. 

hyperlink - text or graphic in a Help file or web page that, 
when clicked, moves the user to a specific location. For 
example, the notepad graphic is a hyperlink found with 
procedures in the Bank Account Reconciliation Help files. 
When you click the notepad, it moves you to a blank page 
where you can type notes about the procedure. 

I 

icon - a picture that represents a particular object, 
command file, or group of files. 

import - a type of file conversion that lets you load a file 
from a format other than the application program’s 
original format. For example, you can import batches from 
The Raiser’s Edge into Bank Account Reconciliation. 

Import - a shared Blackbaud module that lets you import 
various file types into Fixed Assets, Accounts Payable, 
Accounts Receivable, Miscellaneous Cash Receipts, 
Payroll, and Student Billing. 

inactive (entries) - entries that have been defined, but 
cannot be used in tables. You make entries active or 
inactive from the Tables tab in Configuration. 

Increase/Decrease - Global Change function that can be 
used for fields containing a numeric value. You can 
increase/decrease values by an exact amount or by a 
percentage. 

installation guide - a written explanation accompanying 
your software that helps you load your new software. 


Interest Income Allocation - a Blackbaud optional 
module used with General Ledger and Project, Grant, and 
Endowment Management to define “pools” of projects for 
investment purposes. 

interfund - a balancing entry between funds. This 
procedure automates the creation of General Ledger 
transactions to transfer money between funds. This is 
accomplished through Interest Income Allocation with 
Project, Grant and Endowment Management. Both are 
Blackbaud optional modules. 

involuntary deduction - pay withheld from an 
employee’s paycheck at the request of someone other than 
the employee. For example, child support. 

IRS - Internal Revenue Service. 

Is Not Blank - a Query and Export criteria operator, 
which selects any record with anything in your defined 
entry. For example, if you select the criteria Alias Is Not 
Blank, the program selects records with an entry in the 
Alias field. 


J 

Journal Entry - a Blackbaud module in General Ledger 
where you create batches of transactions for posting to 
your General Ledger accounts. Through Journal Entry, 
you can create, import, validate, delete, reverse, display, 
print, and post batches. 

journal reference - transaction identification numbers 
used during the posting process. 

L 

legend - an explanatory list of colors found on screens. 
For example, the Bank Account Reconciliation legend lets 
you select the color of specific bank account references. 

Less Than - a Query and Export criteria operator. When 
you select Less Than as your operator, you limit the 
records selected to ones that have an entry less than the 
value you are defining. 

Less Than or Equal To - a Query and Export criteria 
operator. When Less Than or Equal To is selected as the 
operator, the records selected must have an entry either 
equal to or less than the value you define. 

leveling - a process in General Ledger that lets you 
determine how an account should total within a given 
category (e.g. asset, liability, fund balance, revenue, 
expense, gift, or transfer). 
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Like - a Query and Export criteria operator. The Like 
operator allows you to use wildcards (special characters) 
to replace a character or set of characters in a field. 

M 

MACRS - a depreciation method used for assets placed in 
service after 1986. MACRS consists of two systems GDS 
(the main one) and ACRS. 

MACRS ADS - a Straight Line depreciation method used 
for the following: tangible property used outside the 
United States, tax-exempt property, tax-exempt 
bond-financed property, imported property covered by 
executive order, or farming property under some 
circumstances. This depreciation method can only be used 
for assets placed in service after 1986. 

Mail - a shared module within Blackbaud programs where 
you can specify mailing parameters for labels, forms, 
envelopes, letters and cards. 

mandatory deductions - deductions required or 
mandated by law, such as federal income tax. 

media - any stored information related to an asset record 
(i.e., an article, warranty information, demonstration 
video, etc.) 

menu bar - a horizontal strip of selections found under 
the title bar at the top of a window. 

merge - to combine or join two queries to make a third 
query. 

merge operators - AND, OR, XOR, and SUB. These 
operators allow you to determine how queries merge. 

Microsoft Windows - an operating system required to run 
Blackbaud programs. 

minimum wage - lowest legal amount an employer may 
pay an employee per hour. 

Miscellaneous Cash Receipts - a Blackbaud program 
designed to complement General Ledger for Windows by 
handling the small details that can clutter a ledger. It helps 
you identify where small cash amounts originate, produce 
a detailed profile of each transaction, and print a deposit 
ticket. 

module - a component of a program. A module is created 
separately and then combined with other modules to form 
a program. For example, the Security module is a shared 
component of all Blackbaud programs. 


Move - a Global Change function that places the entire 
value from the source field into the target field and deletes 
the value from the source field. 


N 

NACHA - National Automated Clearing House 
Association. This is the national umbrella organization for 
regional automated clearinghouses. 

net pay - the total earnings of the employee minus all the 
deductions. This is also known as take-home pay. 

Not Between - a Query and Export criteria operator. 
Choosing Not Between as the operator allows you to select 
a range of entries that records must not have to he included 
in the query. For example, if you select Amount is 
Between $50 and $100, records of invoices that fall within 
this amount range are selected. 

Not Blank - a Query and Export operator. The Not Blank 
operator selects any record with anything in the entry you 
define. 

Not Like - a Query and Export operator. The Not Like 
operator selects records that do not have the entry you 
define. You can use wildcard characters with this operator. 

Not One Of- a Query and Export operator. Choosing Not 
One Of as the operator means records selected must not 
have one of the entries you define. 

o 

OFLT - Worker’s Compensation Old Fund Liability Tax. 

on the fly - adding an entry to a table when it does not 
appear on the Tables tab in Configuration. There are 
several places in Blackbaud programs where you can add 
information directly into a field instead of selecting a 
pre-defined value from the drop-down list. When you do 
this, the program asks you if you want to create a table 
entry. Click Yes to add the entry to the table. 

One of - a Query and Export criteria operator. Choosing 
One Of as the operator means records selected must have 
one of the entries you define. 

online help - information accessed from a computer about 
the program in which you are working. 

online manual (user’s guide) - the manual in a PDF 
format, which you can open and read via Adobe Acrobat 
Reader. It is accessible from your CD-ROM or by 
selecting Help, Online Documentation. 
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open item - a system configuration that lets you select a 
specific charge item when applying a payment. Payments 
can be applied automatically based on user-defined 
criteria. 

Optional (O) - used in the reference section to signify 
that the information referenced in the field is optional. It 
does not have to be entered in the program. 

OR - a Query and Export operator that joins two queries 
to make one. All records in both queries are included; 
however, records that appear in both queries are not 
duplicated. 

Or (button) - a Query and Export criteria operator. 
Clicking Or tells the program that any output information 
can meet either criteria to be used. 

output query - a query that lists the results of a function. 

overtime - hours worked in excess of the prescribed 
maximum weekly (or in some states, daily) requirements. 

P 

parameter file - an established set of criteria, which you 
can save and use over and over to perform a specific 
function. 

Parenthesis () - a combining operator used in Query and 
Export to separate a portion of the criteria formula. 

Partial replace - a Global Change function that searches 
for records containing at least part of the value. You 
cannot leave the Replace field blank for partial replaces, 
but you can use standard wildcards (such as ? and *). This 
function is not available for code table fields. 

password - a secret sequence of typed characters required 
to use a computer program. This prevents unauthorized 
users from entering a program. 

payer-based processing - a processing method that 
focuses bilhng activity on the individuals and 
organizations responsible for paying a student’s charges. 

Payroll - a Blackbaud program that simplifies your 
payroll and human resource management, saving you time 
and making in-house payroll processing a cost effective 
alternative to outsourcing. 

payroll period - periods of service for which an employer 
usually pays wages. 


payroll register - term used to describe a multicolumn 
form used in assembling and summarizing the data needed 
at the end of each payroll period. It lists all employees who 
earned remuneration, the amount of remuneration, the 
deductions, and the net amount paid. 

Percentage Method of Withholding - a procedure for 
calculating the amount of tax withheld, using 
mathematical formulas and usually intended for use by 
employers with computerized payroll systems. May also 
be computed using the charts and tables in the Circular E. 

per diem - daily allowance, usually for travel, 
entertainment, or miscellaneous out-of-pocket expenses 
while conducting a business transaction. 

Portable Document File (PDF) - a document that 
maintains its formatting and displays correctly on any 
output device. For example, the Blackbaud user’s guides 
are saved in a PDF format and displayed in the Help files. 
This format also allows users to click on hyperlinks and 
jump from topic to topic. 

post - the process of entering a transaction into 
Blackbaud’s General Ledger and updating your account 
balances. 

Post - a Blackbaud module in General Ledger where you 
can post both general journal batches and batches from 
other Blackbaud programs to General Ledger. 

preferences - computer program settings that offer 
individual customization. For example, Preferences in 
Bank Accounts let you select grid colors and lines. 

prenote authorization file - an electronic test record sent 
to a bank to ensure correct transmission of coding, 
amounts, account numbers, etc. Banks often require a 
prenote authorization file before accepting electronic 
funds transfers (EFTs). 

Pre-purge Report - creates a report for your records 
before any data is actually purged. 

preview - an advance look at a document before printing. 

procedure - a series of steps that explains how to perform 
a task within a computer program. 

program - a software system. Blackbaud’s programs are 
composed of modules. 

Project, Grant, and Endowment Management - an 
optional module in Blackbaud’s General Ledger designed 
to track details of subsidiary funds. When used with Bank 
Accounts, a Projects grid appears at the bottom of the New 
Adjustment screen. 
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Purchase Orders - an optional module in Blackbaud’s 
Accounts Payable program that allows you to process 
purchase orders and receipts for your organization. 

purge - to erase information from your database. We 
recommend always making a backup copy of your 
database before purging. Purged files cannot be recovered. 

Purge Asset Control Report - a report listing the assets 
that were purged. 

Q 

.QIF - an abbreviation for Quicken Interchange Format. 
This popular format is used by banks to electronically 
store bank account statements. 

query - to question the database for specific information. 
Or, a set of defined criteria used to select and export 
records. When you create a query, you create a definition 
for the records you want to include. When you run a 
procedure using the query, your Blackbaud program 
processes only those records matching the query 
definition. You can also extract information from the 
records in the query by defining the output fields of the 
query. For example, you can create a query of deposits for 
electronic funds transfer (EFT) payments only. 

Query and Export - a shared module within Blackbaud 
programs where you can create, open, run, and delete 
queries. Other options include refreshing, merging, and 
exporting queries. 

query criteria operators - data field requirements used to 
narrow and focus a search within filtered information. 
When you define a query, you establish a set of values, or 
requirements, that a record must meet to be included. 
Query criteria operators include: Equals, Does Not Equal, 
Blank, Not Blank, and <Ask>. 

R 

The Raiser’s Edge - Blackbaud’s fund-raising software 
designed to enhance your fund-raising efforts and improve 
the organization of your development office. You can 
import and view batches from The Raiser’s Edge into 
Bank Account Reconciliation. 

reconciliation - a function in Bank Account 
Reconciliation by which your account becomes balanced 
once you enter preliminary data. 

recovery period - number of years allowed by the IRS to 
depreciate an asset. 


recurring invoice - a template from which regular 
invoices are created according to a schedule you define. 
Recurring invoices let you maintain a consistent format for 
customers who receive invoices on a regular basis. 

reference - a section at the end of most Bank Account 
Reconciliation chapters where screens within the chapter 
are displayed and screen fields are described. 

regular accounts - one of three types of entries displayed 
in the General Ledger Chart of Accounts. Regular 
accounts are designated by an “R” at the end of the 
account number. These accounts display account activity. 

regular rate of pay - hourly rate used to pay overtime to 
an employee. This is a calculated rate based on the amount 
of hours and wages for a specific pay period. 

Replace - a Global Change function that is available only 
for fields that use code tables (i.e., have pre-defined 
values). Replace searches for records that exactly match 
the value. You can leave the Replace field blank to 
replace all values with the new value. 

Reports - a shared module found in all Blackbaud 
accounting programs where you generate specific reports 
based on data parameters you establish. 

Required (R) - used in the reference section to signify 
that the information referenced in the column is required. 
Required information must be entered before the program 
will save. 

reversing invoices - a procedure to convert any invoice 
transaction to a credit memo or sales return. 

row - a single horizontal section in a table or grid. 

s 

salary - a fixed compensation paid to an employee for 
regular work or services. 

sales tax codes - a way to designate the federal tax, state 
tax, and local option sales tax to use as part of a customer 
record or invoice transaction. You can specify the tax rate 
and whether or not it is compounded. 

salvage value - the estimated value of the property at the 
end of its useful life. This must be less than the 
depreciation basis. 

SDI - State Disability Insurance. 

Security - a shared module within Blackbaud programs 
where you establish access rights for groups of users. 
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security groups - a collection of users with the same 
access privileges within a Blackbaud program. 

security users - Individuals given access privileges 
within a Blackbaud program based on security group 
membership. 

semimonthly payroll - paid 24 times per year. 

separator character - the symbol that appears between 
your General Ledger account number segments. From 
Utilities and Housekeeping, select Change Separator 
Character, and choose from dash, comma, slash, 
backslash, semicolon, or period. 

shared module - a component of a program that is 
created separately and then combined with other modules 
to form a program. For example, the Security module is a 
shared component of all Blackbaud programs. 

shift differential - rate adjustment paid to employees 
working certain shifts. 

shortcut keys - tools to speed data entry. Function keys 
are the primary source for shortcuts. When a function key 
is available, the status bar at the bottom of the open 
window tells you which key to press. 

shortcut menu - a menu displayed when you place your 
cursor in a field or grid, and then click the right mouse 
button. A shortcut menu lets you access commonly used 
commands. 

Sounds Like - a Query and Export criteria operator. The 
Sounds Like operator can be used when you want to select 
records based on a field for which you do not know the 
exact spelling. 

source codes - a code used to define the origin of a 
transaction. Some examples are accounts payable, 
accounts receivable, cash receipts, general journal, 
adjustments, fixed assets, purchase orders, and gifts. 
Source codes are added on the Tables tab in 
Configuration. 

statement codes - a code used to define the frequency 
with which customers receive invoices, such as weekly, 
monthly, quarterly and annually. By defining these codes 
you create a statement cycle. 

static query - a type of query that provides a record of the 
information you select at the time you establish the query. 
If you run a report two months later using the same query, 
the system uses the list of records stored in the original 
query. 


status bar - displays important messages across the 
bottom of the screen to assist you in the program. For 
example, when the cursor is in a field with a Table Lookup 
available, the message “Press F7 for Table Lookup” 
displays in the status bar. 

Straight Line Depreciation - depreciation method that 
expenses an asset value in equal amounts over its useful 
life. 

Students - a module in Blackbaud’s Student Billing 
program where you create and maintain records containing 
information about students, parents/guardians, and 
organizations. This is where you set up billing schedules 
and payment distributions. You also enter charges, credits, 
and refunds. 

student-based processing - a processing method that 
focuses bilhng activity on the student record. While 
anyone can make payments, all transaction activity is 
recorded on the student record. 

Student Billing - a Blackbaud program designed to 
simplify the production of billing statements, while 
offering the capacity for storing detailed information about 
students, parent/guardians, and organizations. 

SUB - the order of the queries is important when using 
SUB to merge queries, because the merged query contains 
only those records that are exclusively in the first 
(primary) query. All records that appear only in the second 
(secondary) query and records that appear in both queries 
are eliminated. 

SUI - State Unemployment Insurance. 

Sum of Years Digits - accelerated depreciation method. 
Under this method, depreciation is determined by 
multiplying the asset’s cost less salvage value by a fraction 
in which the sum of the year’s digits is the denominator 
and the number of years remaining in the asset’s life is the 
numerator. 

supervisor - a user with the password who can enter the 
computer program. The supervisor establishes access 
rights for all users through Security, a shared module. 

supplemental wages - items paid in addition to regular 
wages. Examples of supplemental wages include: awards, 
bonuses, retroactive wage increases, and tips. 

SUTA - State Unemployment Tax. 

Swap - Global Change function that allows you to place 
the entire value from the source field to the target field and 
the original value of the target field in the source field. 
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system - the internal computer operating component that 
runs the programs a user installs. In this manual 
“program” is used instead of “system.” 

Systems Basics - the name of a chapter in most manuals 
where you learn about the screens and functions available 
in the program or optional module. 

T 

table lookup - a feature that lets you select and enter 
information into fields by pressing F7. This can save 
typing time. 

tabs - an organizational device that holds specific 
information within pages on a screen. For example, the 
Add a Group screen in Security includes multiple tabs. 

term discounts - a way to define whether customers can 
receive price reductions based on early payment. 

title bar - a horizontal strip identifying a program or file 
and located at the top of a screen. For example, the title 
bar on Security displays a lock and key icon and the 
module name. 

toolbar - a horizontal strip with buttons that, when 
clicked, perform specific tasks. It is located under the title 
bar at the top of a screen. For example, the Bank Account 
Reconciliation toolbar has buttons for New, Bank 
Account List, Reconcile, Reconciliation Setup, Bank 
Summary, and more. 

total accounts - one of three types of entries displayed in 
the General Ledger Chart of Accounts. Total accounts are 
designated by a “T” at the end of the account number. 
These accounts provide sub-totals on financial statements 
for the balances of regular accounts. 

u 

UHIC - Unemployment Health Insurance Contribution. 

useful life - the period of time that a business asset is 
determined to have commercial value for depreciation 
purposes; the IRS determines useful life depreciation 
periods. 

user preferences - preferences you can create in 
Configuration that are unique to your user id. 

user’s guide - a published manual that explains how to 
use a Blackbaud program. 


Users in System Form - used in Utilities and 
Housekeeping to show how many users are logged into a 
Blackbaud program. There are several processes in 
Utilities and Housekeeping that require all users to exit the 
system before you can perform the process. 

utilities - a command found on the Bank Accounts main 
screen where you can initiate Post to General Ledger, 
Purge Voided Checks, Reconciliation History, and 
Raiser’s Edge Import. 

Utilities and Housekeeping - a shared module within 
Blackbaud programs where you perform general database 
tasks such as viewing system statistics. 

V 

Validate Database - a procedure used in Utilities and 
Housekeeping that analyzes your database to determine 
data corruption or any inconsistencies. 

Vendors - a module in Blackbaud's Accounts Payable 
where you establish individual records for your vendors. 

vertical truncation report - a report that details where 
information on labels will be cut off vertically. 

voluntary deductions - amounts withheld from an 
employee’s pay at the request of the employee, such as 
health insurance premiums or union dues. 

w 

W-2 form - Income and Tax Statement. A six-part 
combined federal/state form given to employees and 
furnished to the Social Security Administration by January 
31 of each year. It shows total wages and other 
compensation paid, as well as taxes withheld and other 
requested amounts. 

W-3 form - Transmittal of Income and Tax Statements. 
Used to summarize and transmit the paper W-2 forms 
submitted to the SSA. 

W-4 form - Withholding certificate used to determine the 
correct withholding tax on the federal level. Completed by 
the employee and used by the employer. 

wildcard criteria operator - a special character or a 
series of characters (such as ?, *, and %) used to define the 
conditions a record must meet to be selected. 
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wizard - a utility that collects specific information from 
the user and creates a unique file. This unique file may be 
used as a template. For example, Bank Account 
Reconciliation requires users to run a Setup Wizard for 
each bank account. This creates a template of the account 
for use in all future reconciliations. 

worker’s compensation - benefits paid to employees 
who suffer work-related injuries or illness. 

workweek - a fixed and regularly recurring period of 168 
consecutive hours, such as seven consecutive 24-hour 
periods. 

X 

XOR - determines the final query, which contains all 
records that appear in either query, but excludes any 
records that appear in both queries. 

Y 

year-to-date depreciation - the depreciation that has 
occurred from the beginning of the year until the current 
date. 

Year-to-Date Depreciation Report - lists depreciable 
basis, prior year’s depreciation, and year-to-date 
depreciation expense for selected assets. 
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Symbols 

% (percentage), wildcard character 426 
( ) parentheses buttons, combining operators 426 


Numerics 

941 federal tax form 
including other pay 30 
including reductions/deductions 32 
941 tax report 509-510 
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account balance 395 
account distribution 
adding 107 
deleting 110 
editing 110 

account distribution report 510-511 

Accounting for Non Profits Adm in istrator’s Guide 5 

Accounting Queue, described 5 

accounts tab, Reports 537 

action 

adding from the employee record 363—364 
adding from the main Employees screen 360—362 
deleting 365 
editing 364 

filter feature, using 293, 365 
overview 360 
reports 506-509 
rules for purging 169 
viewing properties 366 
action listing report 506—507 
action reports 506—509 
action status tab, Reports 538 
action summary report 507—508 
action type tab, Reports 539 
actions by association report 508—509 
activating masking 159 
activity legend 258-259 
activity reports 509-526 
add function in Global Change 564 
address, entering on an employee record 202—203 
addressee/salutations 
adding 53-55 
adding fields 56 
deleting from a table 56 
described 53 
editing 55 


inserting into a table 56 
printing table 56 
adjusted gross wage report 511 
advance EIC tab, when adding federal tax in 
Configuration 65 

alignment settings for checks 396—397, 414 
and button, combining operator 426 
AND, merge operator 427, 439 
ask, criteria operator 425 
assigned to tab, Reports 540 
attendance 

adding globally 234 
overview 330 
plans 330-332 
records 332-345 
tracking by time sheets 386 
attendance codes 
adding 115 
deleting 118 
described 115 
editing 117 
inserting 116—117 

moving within an attendance type 118 
sorting 118-119 

attendance configuration. See attendance plan, 
attendance plan 
adding 330-331 
adding an accrual 120 
adding an available balance 121 
adding i ni tial 120 
deleting 123 
described 119 
editing 122 
viewing 332 
attendance record 

adding from the employee record 336—338 
adding from the main screen of Employees 
332-336 
deleting 342 
editing 341 
filtering 342-344 
globally adding 338-341 
rules for purging 167 

viewing a summary of an employee’s 344—345 
attendance statistical report 335, 338, 527 
attendance status report 528—529 
attendance tab, Reports 541 
attendance tracking 158 
attendance types 
adding 114 
deleting 114 
described 113, 114 
editing 114 
printing 115 

printing on the check stub 412 
attribute 

adding on the employee record 220—221 
adding tables 58-59 
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defining in Configuration 58 
deleting 59 

deleting from a record 221 
described 57 

editing on the employee record 220—221 
attributes tab 

on the employee record 220 
for labels in Mail 466 
in Reports 542 
for W-2 forms in Mail 458 


B 

bank account 
adding 399-400 
deleting 402 
editing information 405 
exporting information to Excel 402—403 
filtering 404 
finding 404 

finding a transaction 405 
making inactive 401 
notes 407—409 

previewing/printing a profile 403 
printing 402 

viewing information 405 
viewing summary information 405—406 
Bank Account Reconciliation 394, 409 
Bank Accounts 
accessing 398 
described 3 
getting started 34 
main screen 394 
overview 394 
preferences described 395 
setting preferences 395—397 
bank register 
described 395 
legend settings 397, 398 
setting preferences 395-396 
sorting 406 

ha nk summary, viewing information 405—406 

batch report, adding a default print format 244—249 

batch. See time sheet batch 

begins with, criteria operator 424 

between, criteria operator 424 

bio 1 tab, on the employee record 204 

bio 2 tab, on the employee record 205 

Blackbaud on the web 8 

blank, criteria operator 425 

bookmark. See favorites 260 

buttons 

calculator 20 
calendar 21 
standard 14 


c 

calculating payroll 
deleting 313 

deleting from an employee record 318-319 
editing 312 

editing from an employee record 317-318 
from the employee record 315—317 
from the main Employees screen 296—311 
globally deleting 313-314 
overview 296 
viewing results 311 
calculator, using 20 
calendar, using 21 

California, creating a magnetic media file for 495 
cards 

adjusting margins 493 
described 487 
font selection 488 
printing 487-494 
sorting 492 
change parameters 
editing 570 
functions 564—566 
change password screen 17 
chapter format of user’s guide 6 
check alignment 

establishing settings 396-397 
testing 414 
checks 

changing status to cleared or outstanding 417 
colors on the activity legend in Employees, using 
259 

default format 44 
described 410 
editing 319-321 

establishing alignment settings 396—397 
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getting started 34 
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Excel 

exporting bank account information to 402—403 
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federal tax 
adding 60-65 
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deleting 66 
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editing 65 
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options for reductions/deductions 31 
federal unemployment report 517 
field code names, import 610—620 
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file formats, import diagram 575 
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checks 322-323 
events 355-357 
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creating 590-595 
diagram 575 
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adding from the employee record 370—372 
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deleting 372 
editing 372 
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format, query 422 
formatting checks 412—414 
function keys, described 7 
funds tab, Reports 553 
FUTA tax 

options for other pays 30 
options for reductions/deductions 32 
FUTA tax tab, when adding federal tax in 
Configuration 64 
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General Ledger 

defining journal fields 135 
defining Payrol I source codes 134 
establishing journal references in Payroll 134 
posting to 184-186 
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setting security rights 148 
general ledger tab, in Configuration 133—135 
general tab 

for labels in Mail 466 
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for W-2 forms in Mail 457 
getting started in Payroll, overview 28 
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add function 564 

change parameters, described 564-566 
change parameters, editing 570 
copy function 566 
decrease function 565 
delete function 565 
increase function 565 
move function 566 
partial replace function 565 
performing 566-570 
replace function 565 
swap function 566 
Global Change module 
described 4 
functions 564 
overview 564 

preferences, described 570—571 
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attendance 234 
events 234 

globally deleting a payroll calculation 313—314 
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adding 141 
deleting 147 
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editing 145 
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creating 596-601 
diagram 575 

header record, import file with a separate 
creating 602-605 
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headings option, format tab of Reports 545 
help 
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activating by the FI key 7 
described 7 
online 7 
historical entry 
adding 228-232 
deleting 233-234 
described 228 
editing 232-233 
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hours worked report 519 
human resource management 3 
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import 

See also Import module 

creating a file containing a header record 596—601 
creating a file with a separate header record 
602-605 

creating a file without field names, fixed width 
590-595 

creating a file without field names, separated 
583-589 

field code names 610—620 
file format diagram 575 
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parameter files 582 
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time sheets 576-582 
viewing a data file 605 
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creating 596-601 
diagram 575 
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diagram 575 
Import module 
See also import 
described 4 
main screen 575 
overview 574 

increase function in Global Change 565 
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font selection 488 
printing 487-494 
sorting 492 
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interfund entry 
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deleting 131 
described 124 
editing 130-131 
searching for 131 
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copying 126-127 
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deleting 126 
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international tab, in Configuration 136—137 
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described 479 
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described 465 
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truncation report 479—480 
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adding by using the wizard 74—81 
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copying from another local tax 81—85 
defining settings on the employee record 210—211 
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deleting settings from the employee record 212 
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editing 86 
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options for other pays 30 
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creating from a W-2 form 460, 464-465 
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creating a query from 496 
described 4, 456 
envelopes 480-487 
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preferences, editing 495 
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W-2 forms 457-465 
mailing function 
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activating 159 
deactivating 160 
described 158 

Massachusetts, creating a magnetic media file for 
495 
media 

adding a new object 222-223 
adding an existing object 224—225 
deleting an object 225 
described 221 
editing an object 225 
media tab, on the employee record 221 
Medicare tax 

options for other pays 30 
options for reductions/deductions 31 
Medicare tax tab, when adding federal tax in 
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menu bar 12 

merge operators, query 426 
merging queries 426, 438—439 
miscellaneous option, format tab of Reports 552 
miscellaneous system preferences 
described 44 
establishing 45 

miscellaneous user preferences 
described 40 
establishing 40—41 
modules 

optional in Payroll 5 
standard 3 

move function in Global Change 566 
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name format option, format tab of Reports 549 
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navigating in Payroll 12 

New Hampshire, creating a magnetic media file for 
495 

New Jersey, creating a magnetic media file for 495 
new record menu 15 

New York, creating a magnetic media file for 495 
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note 
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deleting 227 
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editing 227 
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online help 
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activating by the FI key 7 
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adding from the employee record 271-275 
copying 180-181 
deleting 97, 276 
described 92, 266 
editing 97, 275 
getting started 29-31 
rules for copying 180 
rules for purging 168 
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in Reports 557 
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creating from a mailing function 496 
creating from a report 505—506 
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described 25 

outstanding check, changing status to 417 
overwrite existing value, global change 564, 569 
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defined 564 
import 582 

labels, creating for 466 

parentheses ( ) buttons, combining operator 426 
partial replace function in Global Change 565 
password 

change screen 17 
changing from any module 153 
changing in Security 152-153 
described 151 
pay frequencies tab 
in Reports 558 
Payroll 

administration 2 
calculating 296-311 
common screens 16—20 
documentation 5 
features 2-5 

getting started, overview 28 
human resource management 3 
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navigating in 12 
printing checks 410—415 
standard buttons 14 
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creating from the employee record 315—317 
creating from the main Employees screen 
296-311 
deleting 313 

deleting from an employee record 318-319 
described 296 
editing 312 

editing from an employee record 317-318 
filtering unpaid 324-325 
globally deleting 313-314 
viewing results 311 
payroll journal 535 
payroll register 

adding a default printing format 242—244 
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posting to General Ledger 
described 184 
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procedure 185 
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default/tab settings in Employees 257 
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systemwide 41—46 
time sheet, establishing 45 
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deleting 436 

described 422 
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editing 433-435 
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refreshing 437 
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editing 198-199 
opening 194 
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overview 280 
rules for copying 176 
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reduction/deduction register 523 
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options for reductions/deductions 31, 32 
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